WHAT  IS  A  STUDENT? 


A  STUDENT  is  the  most  important  person  in  our  institution 

A  STUDENT  is  not  an  interruption  of  our  work  —  he  is  the 
purpose  of  it. 

A  STUDENT  is  a  necessary  part  of  our  business  -  he  is  not 
an  outsider. 

A  STUDENT  IS  NOT  A  COLD  ST  A  TISTIC  -he  is  a 
flesh-and-blood  human  being,  with  feelings  and  emotions  like 
yours  and  mine. 

A  STUDENT  is  a  person  who  brings  us  his  needs  —  it  is  our  privilege 

to  fill  those  needs. 

A  STUDENT  is  deserving  of  our  most  courteous  and  attentive 
treatment. 

A  STUDENT  is  a  full  partner  in  our  effort  to  cultivate  wisdom 
through  knowledge. 

A  STUDENT  is  the  life  blood  of  this  and  every  school. 

—  Author  Unknown 
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1975-76  School  Calendar 


Fall  Quarter 


September  2 

Tuesday 

Official  Registration 

September  3 

Wednesday 

Classes  Begin 

November  19 

Tuesday 

End  of  Fall  Quarter 

Winter  Quarter 

November  21 

Friday 

Official  Registration 

November  24 

Monday 

Classes  Begin 

November  26 

Wednesday 

Thanksgiving  Holiday 

Begin  After  Last  Class 

December  1 

Monday 

Classes  Resume 

December  19 

Friday 

Christmas  Holidays  Begin 
After  Last  Class 

January  5 

Monday 

Classes  Resume 

February  25 

Wednesday 

End  of  Winter  Quarter 

Spring  Quarter 

March  1 

Monday 

Official  Registration 

March  2 

Tuesday 

Classes  Begin 

April  15 

Thursday 

Easter  Holidays  Begin  After 
Last  Class 

April  20 

Tuesday 

Classes  Resume 

May  20 

Thursday 

End  of  Spring  Quarter 

Summer  Quarter 

June  1 

Tuesday 

Official  Registration 

June  3 

Wednesday 

Classes  Begin 

July  2 

Friday 

4th  of  July  Holidays  Begin 
After  Last  Class 

July  12 

Monday 

Classes  Resume 

August  24 

Tuesday 

End  of  Summer  Quarter 
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1976-77  School  Calendar 


Fall  Quarter 


September  7,  1976 

Tuesday 

Official  Registration 

September  8,  1976 

Wednesday 

Classes  Begin 

November  24,  1976 

Wednesday 

End  of  Fall  Quarter 

Winter  Quarter 

November  29,  1976 

Monday 

Official  Registration 

November  30,  1976 

Tuesday 

Classes  Begin 

December  21,  1976 

Tuesday 

Christmas  Holiday  Begins 
After  Last  Class 

January  3,  1977 

Monday 

Classes  Resume 

February  25,  1977 

Friday 

Spring  Quarter 

End  of  Winter  Quarter 

March  7,  1977 

Monday 

Official  Registration 

March  8,  1977 

Tuesday 

Classes  Begin 

April  7,  1977 

Thursday 

Easter  Holiday  Begins  After 
Last  Class 

April  12,  1977 

Tuesday 

Classes  Resume 

May  26, 1977 

Thursday 

End  of  Spring  Quarter 

Summer  Quarter 

June  6,  1977 

Monday 

Official  Registration 

June  7,  1977 

Tuesday 

Classes  Begin 

July  4,  1977 

Monday 

July  4th  Holidays  Begin 

July  11, 1977 

Monday 

Classes  Resume 

August  26,  1977 

Friday 

End  of  Summer  Quarter 
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1977-78  School  Calendar 


September  6,  1977 

Fall  Quarter 

Tuesday 

Official  Registration 

September  7,  1977 

Wednesday 

Classes  Begin 

November  22,  1977 

Tuesday 

End  of  Fall  Quarter 

November  28,  1977 

Winter  Quarter 

Monday 

Official  Registration 

November  29,  1977 

Tuesday 

Classes  Begin 

December  22,  1977 

Thursday 

Christmas  Holiday 

January  3,  1978 

Tuesday 

After  Last  Class 
Classes  Resume 

February  23,  1978 

Thursday 

Last  Day  of  Classes 

March  6,  1978 

Spring  Quarter 

Monday 

Official  Registration 

March  7,  1978 

Tuesday 

Classes  Begin 

March  23,  1978 

Thursday 

Easter  Holidays  Beg 

March  28,  1978 

Tuesday 

Last  Class 

Classes  Resume 

May  24,  1978 

Wednesday 

Last  Day  of  Classes 

June  5,  1978 

Summer  Quarter 

Monday 

Official  Registration 

June  6,  1978 

Tuesday 

Classes  Begin 

June  30, 1978 

Friday 

July  4th  Holiday 

July  10,  1978 

Monday 

After  Last  Class 
Classes  Resume 

August  25,  1978 

Friday 

Last  Day  of  Classes 

Begins 


in  After 


begin 


A  MESSAGE 
FROM 

CHARLES  B. 

McIntyre 

PRESIDENT 


The  Edgecombe  Technical  Institute  was  founded  as  an  area  school  to  meet 
the  occupational  training  needs  of  the  people  of  this  area  and  of  the  growing 
industrial  community. 

Any  adult  is  welcome  regardless  of  age,  previous  education,  race  or  creed. 
Every  attempt  is  made  by  the  Institute  to  offer  courses  of  study  to  provide 
for  each  individual  student's  needs,  interests  and  abilities. 

The  purpose  of  this  catalog  is  to  acquaint  the  citizens  of  this  area  of  the 
educational  offerings  of  this  Institute.  Every  effort  has  been  made  to  provide 
the  very  best  equipment,  facilities,  and  professional  teaching  staff  that  is  so 
needed.  We  invite  every  citizen  of  this  area  to  consider  Edgecombe  Technical 
Institute  as  you  plan  for  the  future. 
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Board  of  Trustees 

JACK  HAVENS-CHAIRMAN 
GUY  E.  BARNES-VICE-CHAIRMAN 

Appointed  by  Commissioners  of  Edgecombe  County  Expiration  of  Term 

R.  D.  Armstrong . June  30,  1977 

Berry  L.  Anderson . June  30,  1979 

Berry  L.  Anderson . June  30,  1981 

Jack  Havens . June  30,  1983 

Appointed  by  Board  of  Education 

Jonathan  K.  Felton . June  30,  1977 

Dr.  T.  S.  Fleming . June  30,  1979 

Dr.  M.  A.  Ray . June  30,  1981 

Zeb  Brinson . June  30,  1983 

Appointed  by  Governor 

Mrs.  J.  R.  Satterthwaite . June  30,  1981 

Mrs.  Agnes  Tharrington . June  30,  1983 

J.  B.  Webb . June  30,  1977 

Louis  W.  Perry . June  30,  1979 

County  Commissioners 

W.C.  PITT,  JR. -CHAIRMAN 

Berry  L.  Anderson  Mrs.  Mayo  Cherry 

Wiley  Mears  Hassell  Thigpen 

Allen  Lee  Harrell,  Auditor 

State  Board  of  Education 

W.  DALLAS  HERRING  CHAIRMAN 

J.  A.  Pritchett  Richard  C.  Erwin 

A.  Craig  Phillips  R-  Barton  Hayes 

James  B.  Hunt,  Jr.  R.  R.  Manz 

Edwin  Gill  Earl  H-  Oxendine 

G.  D.  Aitken  Prezell  R.  Robinson 

John  M.  Reynolds  Mrs.  Mildred  S.  Strickland 

Mrs.  Evelyn  S.  Tyler 


Department  of  Community  Colleges 

DR.  BEN  E  FOUNTAIN,  JR. -PRESIDENT 
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ADMINISTRATIVE  STAFF 


Charles  B.  McIntyre . President 

A.  A.,  Wingate  Jr.  College;  B.S.,  N.C.  State  University;  M.A.  Ed.  East  Carolina 
University;  Further  study  at  N.C.  S  tate  University. 

Carol  Lane  Anderson . Secretary 

B. S.,  B.E.,  East  Carolina  University 

Carolyn  Casandra  Howard . Receptionist 

B.S.,  Johnson  C.  Smith  University 


Joe  Pat  Tolson .  Director  of  Rocky  Mount  Campus;  Administrative  Assistant 

B.S.  Atlantic  Christian  College;  M.  Ed.,  University  of  Virginia. 


Angela  H.  Harper . Receptionist 

General  Office  Technology  study,  Halifax  Technical  Institute  and  Edgecombe 
Technical  Institute. 


ACADEMIC  DIVISION 

Hartwell  H.  Fuller,  Jr . Dean  of  Instruction 

B.S.,  Atlantic  Christian  College;  M.A.,  East  Carolina  Univeristy;  Doctoral  Candidate, 
N.C.  State  University. 


Susan  G.  Kelly . Director  of  Institutional 

Resources  and  Development 
B.A.,  Meredith  College;  M.A.T.,  University  of  North  Carolina  at  Chapel  Hill;  Ed.  D., 
N.C.  State  University. 

Robert  G.  Brock . Dean  of  Occupational  Education 

B.S.,  N.C.  State  University;  M.A.  Ed.,  East  Carolina  University;  Ed.D.,  N.C.  State 
University. 

Nancy  Gibbs . Secretary 

Secretarial  Certificate,  Chowan  College. 


Thomas  B.  Anderson . Dean  of  Continuing  Education 

B.A.,  Wake  Forest  University;  M.A.  Ed.,  East  Carolina  University. 

Christopher  Rudolph  Knight . Director  of  Special  Programs 

B.S.,  North  Carolina  Central  University;  M.A.  Ed.,  East  Carolina  University:  Further 
study  at  N.C.  State  University. 
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Counselor 


Susan  Roberson . 

B.A.,  M.Ed.,  University  of  South  Carolina 

Earl  L.  Roberson . Director  of  Adult  General  Education 

B.A.,  Duke  University;  M.A.  Ed.,  Butler  University. 

Robert  B.  Herring . Director  of  Industrial  Education  Development 

Attended  University  of  North  Carolina  at  Chapel  Hill;  experience  in  industry. 

Bernard  Dunn . Human  Resources  Development 

B.S.,  Fayetteville  State  University 

Mary  J.  Exum . Human  Resources  Development 

B.S.,  A  Et  T  State  University 

Kevin  James  McBride . Human  Resources  Development 

B.A.,  University  of  N.C.  at  Chapel  Hill;  Clinical  experience  at  John  Umstead 
Hospital;  Butner,  N.C. ;  Graduate  Study,  East  Carolina  Univ. 

Carolyn  A.  White . Human  Resources  Development 

B.S.,  Fayetteville  State  University 


Margaret  Hobgood . . Secretary 

Sabina  McKenzie . Secretary 


A  AS  Degree,  Edgecombe  Technical  Institute 


Anthony  Chung . Dean  of  Learning  Resources 

B.A.,  Souchun  University;  M.L.  S.,  East  Carolina  University. 

Sherrill  P.  Braxton . Librarian 

B.S.;  M.A.  Ed.,  East  Carolina  University 


Olivia  Leigh  Weeks . Librarian 

A. B.  Meredith  College;  Graduate  study.  East  Carolina  University. 

Ada  Hart . Learning  Laboratory  Coordinator 

B. S.,  Elizabeth  City  State  University 

Elizabeth  Moore  Brinson . Learning  Laboratory  Coordinator 

B.A.,  Salem  College; 

Evelyn  Brown  Britt . Learning  laboratory  Coordinator 

B.A.,  Greensboro  College 

Lawrence  Gulley . Learning  laboratory  Coordinator 

B.S.;  M.A.  Ed;  East  Carolina  University 

Dorothy  M.  Cherry . Library  Assistant 

A.A.S.,  Edgecombe  Technical  Institute 
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Secretary 


Annette  C.  Young . 

13  years  experience  as  educational  secretary 


Thomas  Page . Dean  of  Evening  Programs 

B.S.,  Davidson  College;  Air  Command  and  Staff  College;  Colonel,  U.S.A.F.  (Ret.) 

Earlene  Reid . Secretary 

A.A.S.,  Edgecombe  Technical  Institute 


STUDENT  SERVICES  DIVISION 

Jimmie  F.  Foster . Dean  of  Student  Services 

B.S.,  M.A.  Ed.,  East  Carolina  University 

Carson  N.  Sutton . Director  of  Student  Services-Rocky  Mount  Campus 

B.S.,  Fayetteville  State  University:  M.A.  Ed.,  East  Carolina  University 

Richard  P.  Williams . Counselor 

B.S.,  M.A.  Ed.,  East  Carolina  University. 

Nancy  W.  Stacy . Counselor 

B.A.,  University  of  Mississippi;  M.Ed.,  Mississipppi  State  University 

Margie  Y.  Thompson . Counselor 

B.A.,  Bennett  College;  M.S.  Guidance  and  Counseling,  N.C.AEtT  University 

W.G.  Farmer,  Jr . Veterans  Representative 

B.S.,  University  of  North  Carolina  at  Chape!  FI  ill 

Betty  P.  Dew . Veterans  Coordinator 

Secretarial  Study  at  Edgecombe  Technical  Institute 

Clara  B.  Harrell . Records  Secretary 

Secretarial  study  at  Edgecombe  Technical  Institute;  Nine  years  office  experience. 

Carolyn  F.  Johnson . Secretary 

A.A.S.,  Edgecombe  Technical  Institute 

Virginia  T.  Hux . . Secretary 

Secretarial  study,  Edgecombe  Technical  Institute 

June  A.  O'Neal . Student  Records  Secretary 

A.A.S.,  Edgecombe  Technical  Institute 

Elizabeth  Wright . Veteran's  Secretary  &•  Receptionist 

A.A.S.,  Davidson  Community  College 


BUSINESS  AFFAIRS  DIVISION 

Charlie  R.  Harrell . Dean  of  Business  Affairs 

B.S.,  B.A.,  M.B.A,  East  Carolina  University 
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Bookkeeper 


Susan  D.  Killebrew . 

28  years  business  experience 


Ailleen  S.  Stewart . Bookkeeper 

Attended  Atlantic  Christian  College;  18  years  bookkeeping  experience 

Darlene  Caison . Secretary 

Attended  Worth  Business  School,  Fayetteville;  11  years  office  experience. 


Stanley  Liverman . Plant  Maintenance  Supervisor 

Business  Study,  Edgecombe  Technical  Institute;  10  years  construction  and 
maintenance  experience. 


FACULTY 

Carolyn  Barbe . - . Practical  Nurse  Education 

R.N.,  B.S.,  Medical  College  of  Virginia;  M.P.H.,  University  of  North  Carolina  at 
Chapel  Hill. 

Eleanor  Battle  Beaufort . Business 

B.S.C.,  Business  Education,  North  Carolina  Central  University 

Kenneth  Beasley . Industrial  Maintenance  Mechanic 

Attended  University  of  North  Carolina  at  Wilmington;  20  years  experience  in 
Industrial  Education. 

Douglas  R.  Best . Agricultural  Science 

B.S.,  M.S.,  N.C.  State  University 

Cecelia  T.  Bordeaux . Business 

B.S.,  East  Carolina  University,  M.A.,  University  of  Rhode  Island;  Doctoral  Study, 
Duke  University 

Robert  H.  Boyette . Electronic  Servicing 

Certified  Electronic  Technician,  Massey  Technical  Institute;  19  years  experience  in 
Electronics. 

Delores  Briley . Nurse  Education 

R.N.,  St.  Raphaels  School  of  Nursing,  New  Haven,  Conn. 

Elsie  Crisp . Practical  Nurse  Education 

R.N.,  Methodist  Hospital,  Brooklyn,  N.  Y. 

Tom  Eason . Auto  Body 

Auto  Body  Repair  Experience,  self-employed.  Electronic  Diagnostics  Certificate. 

Henry  M.  Edmondson,  Sr . Welding 

Welding  Technical  School,  Newport  News,  Virginia;  Wilson  Technical  Inst. 

Vivian  Godwin . Cosmetology 

Carolina  College  of  Beauty  Culture,  Raleigh,  N.C.;  Robert  Finance  Institute  of  Hair 
Design,  New  York. 

Clint  Frank  Harrell . Psychology 

B.S.  East  Carolina  University,  M.A.  Appalachian  State  University,  Advanced 
Graduate  Study,  N.C.  State  University,  Doctoral  Candidate,  Colorado  University. 
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Frank  C.  Jaarsma . Plastics  Technology 

B.S.,  M.D.,  Lowell  Technical  Institute.  Additional  study  at  Western  New  England 
College.  Two  years  industry  experience. 

Kenneth  Jones . Law  Enforcement 

B.  S.,  N.  C.  Wesleyan 

Hattie  Jordan . Cosmetology 

Swindell  Beauty  College;  Civella  Beauty  College 

Gary  McCallister . Industrial  Management 

B.S.  Civil  Engineering,  N.C.  State  University;  M.B.  A.,  East  Carolina  University. 

Larry  H.  Miller . Radiology 

R.  T.,  University  of  North  Carolina  at  Chapel  Hill. 

U.G.  Mizell,  Jr . Radiology 

R.T.  B.S.,  University  of  North  Carolina  at  Chapel  Hill;  A. R.R.T.  Qualified. 

Jack  Price . Automotive  Mechanics 

Certificate,  Aircraft  and  Engine  Mechanics;  28  years  automotive  experience. 

Lena  Reddick . Nurse  Education 

R.N.,  Martin  Memorial  School  of  Nursing 

James  R.  Smith . Law  Enforcement 

B.S.,  N.  C.  Wesleyan  College;  Graduate  Study,  Central  Michigan  University. 

Larry  N.  Stroud . Science 

B.S.,  M.P.,  East  Carolina  University;  Additional  Graduate  Study  at  N.C.  State 
University. 


Allen  L.  Taylor . Automotive  Mechanics 

Certified  Mechanic,  National  Institute  for  Automotive  Service  Excellence;  15  years 
experience  as  Chrysler  Dealer. 

Dorothy  B.  Tolson . Business 

B.S.,  B.A.;  M.A.  Ed.,  East  Carolina  University 

Robert  Vogler . Radiology 

United  Hospital  School  of  Radiologic  Technology,  Pennsylvania  (Diploma) 

Eddie  Walker . Business 

B.S.,  M.A.,  East  Carolina  University 

Joe  Webb . Electronic  Servicing 

Electrical  Instllation  Et  Maintenance  School,  Pitt  Technical  Institute;  Contactors 
License;  Electronics,  Wilson  Technical  Institute;  10  years  experience.  Industrial, 
Commercial,  Residential  Wiring. 


James  Wright . Business 

B.S.,  Appalachian  State  University;  M.A.,  Appalachian  State  University 

Phyllis  Lancaster . Secretary 

Secretarial  study  at  Edgecombe  Technical  Institute 
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ORGANIZATIONAL  CHART 
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Maintenance  Staff 


Stanley  Liverman. 
James  Atkinson  .  . 
Josephine  Davis.  . 
James  Johnson  .  , 
Walter  Knight.  .  .  . 
Johnny  Lawrence 
Mamie  White  .  .  . 


Maintenance  Supervisor 

. Custodian 

. Maid 

. Custodian 

.  .  .  .  Grounds  Custodian 

. Custodian 

.  Maid 


17 


HISTORY,  PHILOSOPHY, 
PURPOSE  AND  OBJECTIVES 


History 

The  Community  College  System  of  North  Carolina  was  approved  by  the  General 
Assembly  of  North  Carolina  in  1963  and  is  provided  for  in  the  General  Statues  of 
North  Carolina,  Chapter  1 1 5-A.  General  supervision  of  the  system  falls  under  the 
State  Board  of  Education  and  its  arm,  the  Department  of  Community  Colleges. 

There  are  two  distinct  types  of  instutions  that  fall  under  the  supervision  of  the 
Department  of  Community  Colleges:  comprehensive  community  colleges  and 
technical  institutes. 

A  comprehensive  community  college  under  this  philosphy  includes  the  ares  of 
technical/vocational  education,  continuing  education,  college  transfer 
education,  and  adult  basic  education. 

A  technical  institute  has  the  same  general  areas  of  responsibility  as  the 
comprehensive  community  college,  except  that  it  does  not  normally  offer  the 
college  transfer. 

Edgecombe  Technical  Institute  began  as  an  extension  unit  of  Wilson  County 
Technical  Institute  and  in  1967  came  under  complete  Edgecombe  County 
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administration,  thus  dissolving  the  relationship  with  Wilson  County  Technical 
Institute.  The  final  step  to  full  institutional  independence  came  in  the  Spring  of 
1971  when  the  General  Assembly  made  all  Technical  Institutes  in  North  Carolina 
independent  of  any  local  boards  of  education  and  granted  government  by  a 
twelve  man  Board  of  Trustees. 

The  final  hurdle  to  complete  independence  was  passed  when  the  Governor  of 
North  Carolina  appointed  four  Trustee  Members  in  July  1971  which  completed 
the  twelve  man  Board. 

The  Department  of  H.E.W.  conveyed  the  former  U.S.  Post  Office  building  in 
Rocky  Mount  to  Edgecombe  Technical  Institute  on  April  26,  1972.  The  Institute 
has  renovated  the  building  and  is  using  it  for  administrative  offices,  classrooms 
and  laboratiories  to  provide  a  Rocky  Mount  campus  of  Edgecombe  Technical 
Institute. 

Edgecombe  Technical  Institute  is  accredited  by  the  Southern  Association  of 
Colleges  and  Schools. 

Philosophy  of  Institution 

The  philosophy  of  Edgecombe  Technical  Institute  is  that  any  person,  whether 
a  high  school  graduate  or  non-graduate,  who  is  eighteen  years  old  or  older,  and 
who  is  able  to  profit  from  further  formal  education,  will  be  served  by  the 
Institution. 

Purpose 

The  general  purpose  of  Edgecombe  Technical  Institute  is  to  fill  the  broad  gap 
in  educational  opportunities  existing  between  high  schools  and  the  senior 
colleges  and  universitites. 

Objectives 

The  primary  objectives  of  Edgecombe  Technical  Institute  are  as  follows: 

A.  To  provide  expanded  educational  opportunities  for  young  people  and 
adults  who  desire  to  further  their  education. 

B.  To  provide  relative  inexpensive  nearby  educational  opportunities  for  high 
school  graduates,  school  dropouts,  and  adults. 

C.  To  provide  technical  programs  that  provide  technicians  for  jobs  in  indusry 
and  business. 

D.  To  provide  vocational  programs  that  prepare  students  for  jobs  that  require 
different  levels  of  abilities  and  skills. 

E.  To  provide  programs  of  training  for  adults  who  are  already  employed  but 
who  need  different  skills  to  enter  different  occupational  levels. 

F.  To  provide  programs  of  training  for  adults  who  are  already  employed  but 
who  must  have  upgrading. 

G.  To  provide  manpower  training  for  new  and/or  expanding  industry  and 
other  occupations. 

H.  To  provide  opportunities  for  people  to  pursue  a  vocational  interests. 
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I.  To  conduct  continual  services  for  the  educational  needs  of  this 
community  and  delete  obsolete  programs,  to  improve  marginal  programs, 
and  to  create  new  programs. 

J.  To  provide  the  education  necessary  to  meet  the  requirements  for  a  high 
school  diploma  for  those  adults  who  did  not  complete  high  school  in  the 
public  schools  and  to  offer  ABE  courses  for  those  adults  who  need 
elementary  school  training. 

K.  To  provide  a  program  of  articulation  between  the  Institute  and  thepublic 
and  private  schools  of  this  area  in  order  to  provide  a  complete  educational 
program  for  all  citizens. 


Summary 

In  summary,  the  philosophy  of  Edgecombe  Technical  Institute  is  to  fulfill  the 
individual  education  and  training  needs  of  all  its  students,  within  the  framework 
of  the  North  Carolina  Community  College  System.  At  the  same  time,  the 
Institute's  programs  help  supply  the  area  served  by  the  Institute  with  qualified, 
rained  manpower  for  continued  industrial  and  business  growth.  The  Institute  is 
dedicated  to  providing  a  broad  range  of  educational  and  training  programs  that 
offer  students  the  opportunity  to  further  their  education,  to  improve  their 
individual  efficiency,  to  enrich  their  cultural  lives,  and  to  help  make  them  more 
effective  members  of  their  community. 
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ADMISSIONS 


Open  Door  Policy 

Edgecombe  Technical  Institute  operates  under  the  OPEN  DOOR  POLICY  of 
the  Department  of  Community  Colleges.  Thus,  any  person,  whether  a  high 
school  graduate  or  non-graduate,  who  is  eighteen  years  old  or  older,  and  is  able 
to  profit  from  further  formal  educaiton,  will  be  served  by  the  institution. 

The  OPEN  DOOR  POLICY  does  not  mean  that  there  are  no  restrictions  on 
admission  to  specified  curriculums.  Students  are  screened  and  placed  into 
programs  which  serve  their  needs  and  objectives  in  life,  consistent  with  the 
background,  aptitudes,  and  expressed  interests  of  the  students.  The  restrictions 
on  admission  are  flexible  enough  to  allow  each  student  opportunities  to  improve 
his  educational  status.  Opportunities  for  preparatory  or  remedial  studies  are 
provided  for  students  who  lack  specific  necessary  academic  skills  for  admission 
to  chosen  programs. 


Requirements  and  Procedures 

Edgecombe  Technical  Institute  operates  under  an  "Open  Door"  admission 
policy  and  does  not  impose  restrictive  standards  for  admission.  The  Institute 
offers  occupational  programs,  and  adult  education  to  all  persons  18  years  of  age 
and  older,  who  are  not  enrolled  in  high  school  and  who  are  able  to  profit  from 
instruction. 

Admission  to  a  specific  course  of  study  is  based  upon  guidelines  developed  to 
help  the  student  determine  his  chances  for  success  in  that  course  of  study. 
These  guidelines  are  strictly  followed  to  prevent  loss  of  student  time  and  effort  is 
a  result  of  unsatisfactory  achievement.  Should  a  student  desire  a  course  of  study 
but  not  have  the  appropriate  educational  background,  developmental  studies  are 
available  to  prepare  him  for  admission  to  the  desired  program. 

Persons  wishing  to  enroll  at  the  Institute  should  complete  the  entire 
application  process.  This  consists  of  the  following  steps: 

1.  Submit  an  application  form. 

2.  Submit  a  transcript  of  credits  from  the  last  school  attended.  Transcripts 
should  be  mailed  directly  from  the  school  to  the  Institute.  ETI  will  send  for 
public  school  records  upon  written  consent  of  student. 

3.  Complete  placement  tests  when  requested 

4.  Have  a  personal  interview  with  a  counselor  of  the  Student  Personnel  staff. 

5.  All  full-time  students  should  complete  and  submit  a  medical  statement.  In 
certain  programs  a  physician's  statement  is  required.  Upon  completition  of 
the  above  procedures,  each  applicant  will  receive  written  notification  of 
the  action  taken  by  the  admissions  committee. 

The  personal  interview  aids  the  applicant  and  the  school  officials  in  that  the 
applicant  has  an  opportunity  to  ask  questions  about  the  school  and  its  programs 
and  the  school  officials  have  an  opportunity  to  evaluate  the  applicant's  interest 
in,  and  capability  to  pursue  a  particular  program  of  study. 
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ACADEMIC  REGULATIONS 


Establishment  of  Residency 

A  student  who  is  not  a  legal  resident  of  North  Carolina  must  pay  non-resident 
tuition.  A  person  is  not  deemed  eligible  for  the  resident  rate  of  tuition  unless  he 
has  established  and  maintained  his  legal  residence  in  North  Carolina  for  at  least 
twelve  months  with  the  intent  to  live  in  North  Carolina  prior  to  enrollment. 

Out-of-state  tuition  is  $162.50  per  quarter. 

Students  who  are  in  doubt  as  to  their  status  as  a  resident  should  request 
clarification  by  writing  to  or  consulting  the  Student  Personnel  Office  before 
registration. 

Graduation  Residency  Requirement 

A  student  who  transfers  from  another  institution  and  intends  to  graduate  from 
Edgecombe  Technical  Institute  must  complete  his  last  quarters  work  at  the 
institute.  (12  quarter  hours  credit  minimum) 

Schedule  Changes  and  Drop-add 

The  student  is  expected  to  plan  carefully  his  schedule  in  advance  with  the 
assistance  of  his  advisor.  While  it  is  possible  to  add/or  drop  a  course  after 
completion  of  registration,  students  are  encouraged  not  to  do  so.  All  changes  in 
schedules  (drop/adds  or  section  changes)  must  be  adjusted  during  the  first  ten 
school  days  of  any  quarter  and  must  be  approved  by  the  Student  Personnel 
Department. 

A  course  officially  dropped  within  the  first  ten  school  days  will  not  be  recorded 
on  the  student's  permanent  record. 

A  student  who  drops  from  a  course  after  the  first  ten  school  days  of  the 
quarter  will  receive  a  grade  of  "W"  if  he  officially  withdraws. 

A  student  who  drops  from  a  course  within  ten  school  days  of  the  end  of  the 
quarter  for  reasons  other  than  those  of  a  medical  or  emergency  nature  will 
automatically  receive  a  grade  of  "F"  regardless  of  his  standing  in  the  course. 

Withdrawals 

A  student  who  transfers  or  withdraws  from  the  Institute  during  the  quarter 
should  consult  with  the  Director  of  Student  Personnel  and  Faculty  Advisor.  This 
will  protect  the  student's  academic  records,  his  right  to  re-enroll,  his  right  to 
transfer  to  another  technical  institute  or  college.  No  student  record  will  be 
released  until  his  financial  record  is  cleared. 

Procedures  for  withdrawals  are  as  follows: 

1 .  Obtain  withdrawal  form  from  the  Office  of  Student  Personnel. 

2.  Complete  the  withdrawal  from  according  to  outlined  procedures  printed 
on  the  form  and  secure  all  signatures. 

3.  A  student  who  withdraws  from  the  Institute  will  receive  a  grade  of  "W” 
(withdrew). 

4.  Any  student  who  withdraws  from  the  Institute  at  any  time  without 
completing  the  withdrawal  procedures  will  receive  a  grade  of  "F"  (failing). 
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Acceptance  of  Transfer  Credit 

Edgecombe  Technical  Institute  will  accept  credit  for  work  completed  in  other 
technical  institutes  or  colleges  which  are  accredited  by  the  proper  state 
accrediting  agency  or  the  regional  accrediting  agency. 

1.  No  credit  will  be  permitted  for  work  below  a  "C"  or  the  average  grade 
given  by  another  school. 

2.  Credit  below  "C"  on  subjects  earned  within  Edgecombe  Technical 
Institute  will  be  accepted  in  cases  where  a  student  transfers  from  one 
curriculum  to  another  within  Edgecombe  Tech.  Courses  transferred  must 
be  comparable  in  content  and  contact  hours  to  the  course  for  which  credit 
is  given. 

3.  The  acceptance  of  transfer  credits  shall  be  determined  by  the  Dean  of 
Instruction  and  the  Dean  of  Student  Services.  A  list  of  accepted  transfer 
credits  will  be  signed  by  each  and  placed  in  the  student's  permanent  file  at 
the  time  of  acceptance. 

4.  Grades  will  transfer  to  Edgecombe  Technical  Institute  as  earned 
previously. 

Transfer  of  Credits 
Between  Programs 

T ransfer  of  credits  from  one  curriculum  program  to  another  will  be  granted  for: 

(a)  Those  courses  required  for  graduation  in  both  programs. 

(b)  Although  taking  elective  hours  in  the  major  curriculum  area  is  encouraged, 
those  credit  hours  designated  "elective”  may  be  taken  or  transferred  from 
one  curriculum  area  to  another  to  the  extent  of  the  number  of  credit  hours 
designated  as  free  elective  hours  in  that  curriculum  area  into  which  a 
student  transfers. 

(c)  Vocational  curriculum  credits  do  not  transfer  into  technical  curriculums. 


Proficiency  Examinations 

During  the  first  ten  school  days  of  a  quarter,  a  student  may  elect  to  take  a 
proficiency  examination  for  credit  of  a  course,  observing  the  following  policies 
and  procedures: 

1.  The  student  should  consult  with  and  receive  permission  from  the 
department  chairman  to  take  the  proficiency,  and  must  give  evidence  of 
adequate  preparation  for  the  examination. 

2.  Regular  tuition  rates  apply  to  all  credit  hours  earned  by  proficiency 
examination.  The  student  will  pay  his  tuition  to  the  Business  Office  and 
present  a  validated  green  receipt  to  the  instructor  responsible  for  the 
challenged  course.  The  instructor  may  then  arrange  a  date  and  time  for 
the  examination  which  may  be  written,  oral,  or  both. 

3.  The  student  taking  the  proficiency  agrees  that  the  result  of  the  exam 
appear  on  his  transcript  in  the  form  of  a  letter  grade  and  quality  points.  To 
successfully  challenge  a  course,  the  student  must  obtain  a  minimum  score 
of  "C”  on  the  exam. 

Auditing  Courses 

Students  who  wish  to  audit  courses  must  register  through  normal  channels. 
Auditors  receive  no  credit  but  are  encouraged  to  attend  classes  regularly  and 
participate  in  class  discussions.  Auditors  will  be  charged  the  same  fee  as 
students  taking  courses  for  credit. 
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Attendance  Regulations 

1.  The  student  may  be  allowed  as  many  emergency  hours  absences  in  a 
particular  subject  as  the  number  of  class  and  lab  hours  that  particular 
subject  meets  per  week. 

2.  Any  absences  in  excess  to  this  number  have  to  be  made  up  in  the  Learning 
Lab  with  a  note  from  the  Learning  Lab  Coordinator  verifying  the  hours 
made  up.  On  Tarboro  campus,  report,  to  librarian. 

3.  The  student  must  show  this  note  to  the  instructor  as  proof  that  he  has 
completed  the  instructor  as  proof  that  he  has  completed  the  hours  missed. 
The  student  must  also  show  the  instructor  any  assignments  he  was  to 
complete. 

4.  The  instructor  should  remind  the  student  when  all  his  emergency 
absences  have  been  taken  and  should  suggest  that  the  student  make  up 
any  excess  absences. 

5.  The  instructor  should  strike  off  excess  absences  after  completion  of  make 
up  work  by  students. 

6.  If  the  student  makes  no  effort  to  make  up  absences,  then  the  instructor 
should  award  an  "F"  at  the  end  of  the  quarter. 

7.  If  the  student  makes  an  immediate  effort  to  complete  the  make  up  work, 
then  the  instructor  may  award  a  grade  of  incomplete  until  work  is  finished 
the  following  quarter.  (In  such  cases  as  the  student  would  not  have  time  to 
complete  make  up  work.) 

Absences  are  a  serious  deterrent  to  good  scholarship;  it  is  impossible  to 
receive  instruction,  obtain  knowledge  or  gain  skill  when  absent.  As  all  students 
are  adults  with  many  responsibilities,  an  occasional  absence  from  class  might  be 
absolutely  necessary;  however,  such  absences  in  no  way  lessen  the  student's 
responsibility  for  meeting  the  requirements  of  the  class.  There  is  always  a  direct 
relationship  between  the  number  of  class  absences  and  the  final  grade.  It  is  the 
student's  responsibility  to  contact  the  instructor  for  any  missed  assignments. 

Satisfactory  Progress 
Policy  for  Veterans 

The  Veterans  Administration  regulations  require  that  veterans  must  maintain 
''satisfactory  progress''  in  order  to  continue  receiving  their  educational  benefits. 
The  following  is  a  detailed  description  of  the  school's  policy  concerning 
"satisfactory  progress". 

1.  The  school  requires  that  all  technical  students  must  have  an  overall 
minimum  grade  point  average  of  2.0  in  order  to  graduate.  All  vocational 
students  are  required  to  have  a  1 .6  average  for  graduation. 

2.  Any  veteran  whose  overall  average  falls  below  the  minimum  required  for 
graduation  will  be  terminated  at  the  end  of  the  quarter  in  which  his  overall 
grade  point  average  falls  below  that  required  for  graduation. 

3.  New  students  will  have  one  quarter  of  grace.  That  means  that  should  a 
veteran's  grades  at  the  end  of  his  first  quarter  of  enrollment  be  below  that 
required  for  graduation,  his  benefits  will  not  be  stopped.  The  veteran  will 
have  until  the  end  of  the  following  quarter  to  raise  his  overall  average  to 
satisfactory  standards.  The  veteran  will  be  on  probation  for  the  second 
quarter  of  enrollment.  If  at  the  end  of  his  second  quarter  his  overall  grade 
point  average  is  below  minimum  requirements,  his  benefits  will  be 
discontinued  effective  the  last  day  of  that  quarter. 

4.  If  at  the  end  of  the  quarter  immediately  following  the  quarter  in  which  a 
veteran's  benefits  were  terminated,  a  student's  overall  grade  point  average 
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has  been  raised  to  at  least  a  2.0  (for  technical  students)  or  1.6  (for 
vocational  students),  then  the  school  will  recertify  the  veteran  from  the 
beginning  of  the  quarter  for  which  his  benefits  were  terminated. 

5.  If  a  veteran  fails  to  raise  his  overall  grade  point  average  to  minimum 
standards  by  the  end  of  the  quarter  following  the  quarter  in  which  a 
veteran's  benefits  were  halted,  then  the  veteran  will  not  be  recertified  by 
the  school  until  the  beginning  of  the  quarter  following  the  quarter  in  which 
the  grade  point  average  is  raised  to  minimum  standards. 

6.  If  a  student  fails  or  withdraws  from  all  subjects  with  one  quarter,  his  V.A. 
benefits  will  be  terminated  regardless  of  his  overall  average. 

7.  If  a  veteran  changes  programs,  he  is  considered  to  begin  with  a  new 
average. 

Scholastic  Standards  and  Grading  System 

At  the  end  of  each  quarter  quality  points  are  assigned  in  accordance  with  the 
following  formula: 


Grade 

Numerical 

Significance 

Quality  Points 

A 

93-100 

Superior 

4  per  qtr.  hr. 

B 

85-92 

Above  Average 

3  per  qtr.  hr. 

C 

77-84 

Average 

2  per  qtr.  hr. 

D 

70-76 

Poor  but  Passing 

1  per  qtr.  hr. 

F 

Below  70 

Failing 

0 

1 

Incomplete 

0 

AU 

Audit 

0 

W 

Withdrew 

0 

Quality  points,  which  are  the  numerical  equivalents  of  the  letter  grades,  are 
used  to  determine  a  student's  rank  in  class  academic  honors.  A  minimum  quality 
point  average  of  2.0  is  necessary  to  meet  and  grade  requirements  for  graduation 
in  the  two-year  degree  programs.  A  1 .6  grade  point  average  is  necessary  to  meet 
the  grade  requirements  for  the  Vocational  Diploma. 

Grade  point  averages  are  determined  by  dividing  the  total  number  of  quality 
points  by  the  number  of  hours  attempted.  If  a  course  is  repeated,  the  last  grade 
will  be  used  in  determining  a  student's  hour-quality  point  ratio. 


Incomplete  Grade 

A  grade  of  "I"  may  be  awarded  only  when  a  student  has  not  completed  the 
requirements  of  a  course,  If  a  grade  of  "I"  is  not  removed  within  the  following 
quarter,  the  "I"  grade  will  automatically  be  changed  by  the  Registrar  to  a  grade 
of  "F". 

At  the  time  a  grade  of  "I"  is  awarded,  the  instructor  will  complete  the  form  for 
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the  removal  of  incompleteness  containing: 

1 .  Specific  requirements  for  the  completion  of  the  course. 

2.  The  student's  grade  standing  at  the  time  the  "I”  grade  is  awarded. 

3.  The  time  period  allowed  by  the  instructor  for  the  completion  of  the  course. 
The  form  for  the  removal  of  incompletes  is  to  be  approved  by  the  appropriate 

instructor  and  the  Director  of  Student  Personnel  and  placed  in  the  student's  file 
in  the  Student  Personnel  Office. 

Failures 

If  a  student  fails  a  prerequisite  course  he  should  repeat  and  successfully 
complete  the  prerequisite  before  beginning  the  next  course.  This  could  result  in 
the  student  being  enrolled  for  a  longer  period  than  is  normally  required  to 
complete  requirements  for  graduation. 

Change  of  Grades 


A  grade  may  be  changed  only  through  mutual  agreement  of  the  Dean  of 
Instruction  and  the  faculty  member  who  gave  the  grade. 

Student  Classification 

Full-Time  Technical  or  Vocational  Student  —  A  student  enrolled  in  a 
Technical  or  Vocational  Program  who  is  registered  for  12  or  more  credit  hours. 
Part-Time  Student  —  A  student  who  is  taking  less  than  12  credit  hours. 

Special  Student  —  A  part-time  student  who  is  not  seeking  a  degree  or 
diploma. 

1st  Year  Student  —  A  student  who  has  sucessfully  completed  less  than  45 
quarter  credit  hours. 

2nd  Year  Student  —  A  student  who  has  successfully  completed  45  or  more 
quarter  credit  hours. 

Dean's  List 

All  full-time  students  who  have  earned  a  grade  point  average  of  3.0  with  no 
grade  lower  than  "C"  will  be  placed  on  the  Dean's  list. 

REQUIREMENTS  FOR 
GRADUATION 
AND  DEGREES  OFFERED 

Degree  and  Diploma  Requirements 
for  Graduation 

The  following  is  established  as  minimum  requirements  for  the  Associate  in 
Applied  Science  Degree  and  State  Diploma: 

1.  Complete  all  course  requirements  as  outlined  by  curricula.  Degree 
candidates  must  earn  at  least  a  2.0  grade  point  average  in  courses 
presented  for  graduation.  Diploma  candidates  must  earn  at  least  a  1 .6. 

2.  Prospective  graduates  must  be  recommended  by  the  chairman  of  the 
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department  in  which  a  student  completes  his  or  her  major  work. 

3.  Fulfill  all  financial  obligations  to  the  Institute. 

4.  Be  present  for  graduation  exercises  which  are  held  during  the  last  week  of 
August  each  year.  Exceptions  to  this  requirement  in  cases  of  unavoidable 
absences  may  be  granted  by  the  Dean  of  Student  Personnel. 

5.  Prospective  graduates  must  be  dressed  for  graduation  in  proper  academic 
attire. 

Degree  Programs 

Edgecombe  Technical  Institute  will  confer  an  Associate  in  Applied  Science 
Degree  in  all  technical  curricula.  This  degree  is  conferred  in  the  name  of  the 
North  Carolina  Board  of  Education  when  all  requirements  for  graduation  have 
been  satisfied. 

Diploma  Programs 

Edgecombe  Technical  Institute  will  award  a  diploma  in  all  trade  curricula 
This  diploma  will  be  granted  in  the  name  of  the  North  Carolina  Board  of 
Education  when  all  requirements  for  graduation  have  been  satisfied. 

Certificates  are  issued  in  the  name  of  Edgecombe  Technical  Institute  to 
students  who  successfully  complete  any  short  term  program  or  course. 

GENERAL  INFORMATION 

Waiver  of  Responsibility 

The  Institute  is  in  no  way  responsible  for  the  quality  of  work  performed  or 
damages  sustained  in  departments  where  services  are  rendered.  Work  in  such 
departments  is  performed  by  students  as  a  learning  experience.  Students  and 
staff  receiving  services  from  such  Institute  departments  are  responsible  for 
payment  of  material  costs  as  determined  by  the  respective  instructor. 

Student  Rights  and  Responsibilities 

The  rights  of  students  as  citizens  are  acknowledged  and  reaffirmed.  Student 
rights  include  the  privilege  of  education,  the  freedom  to  hear,  to  study,  to  write, 
and  to  exercise  the  rights  of  citizenship. 

Student  Conduct 

Edgecombe  Technical  Institute  expects  all  students  to  conduct  themselves 
with  honor  and  to  maintain  high  standards  of  responsible  citizenship.  The 
campus  and  Institute  facilities  are  not  places  of  refuge  or  sanctuary.  Students,  as 
all  citizens,  are  subject  to  civil  authority  on  as  well  as  off  the  campus. 

Student  Discipline 

The  President  and  the  Dean  of  Student  Personnel  or  their  authorized 
administrative  representative  in  their  absence,  are  authorized  to  dismiss, 
suspend,  or  expel  mimmediately  any  student  who  impairs,  impedes,  or  disrupts 
the  legal  mission,  processes,  or  functions  of  the  Institute.  Students  counseling, 
encouraging,  intigating,  or  inciting  others  to  impair,  impede,  or  disrupt  the 
educational  and  other  lawful  operations  of  the  Institute  also  shall  be  subject  to 
immediate  suspension,  dismissal  or  expulsion. 
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Student  Appeal 

The  Board  of  Trustees  of  Edgecombe  Technical  Institute  officially  declares 
that  all  students  have  the  right  of  due  process  of  law  as  supported  by  the 
Fourteenth  Amendment  to  the  constitution  of  the  United  States  with  the 
approval  of  the  following  procedures: 

1 .  Students  have  the  right  to  appeal  any  disciplinary  action  of  the  Director  of 
Student  Personnel  to  the  Faculty  Executive  Committee  through  the 
manner  described  in  2. 

2.  The  student  shall  submit  a  written  notice  of  appeal  to  the  Dean  of  Student 
Personnel  who  will  call  a  meeting  of  the  Faculty  Executive  Committee 
within  five  (5)  days  of  the  appeal.  The  Faculty  Executive  Committee  shall 
include  three  (3)  students  appointed  by  the  president  of  the  Student 
Government  Association. 

3.  If  the  student  is  not  satisfied  with  the  decision  of  the  Faculty  Executive 
Committee,  he  may  appeal  directly  to  the  President  of  the  Institute. 

4.  Should  the  student  not  wish  to  accept  the  decision  of  the  President  as 
final,  he  may  appeal  directly  to  the  Board  of  Trustees  through  the  manner 
described  in  5. 

5.  The  student  will  state  such  wishes  in  writing  to  the  President  (Secretary  to 
the  Board)  indicating  the  number  and  identity  of  those  persons  who  will 
accompany  him  to  the  appeal  hearing. 

6.  The  President  will  notify  the  student  in  writing,  at  least  two  days  prior  to 
the  meeting,  as  to  the  date,  hour,  and  place  of  meeting. 

7.  The  Chairman  of  the  Board  of  Trustees  may  call  a  special  meeting  of  the 
Personnel  Committee  of  the  Board  of  Trustees  to  hear  the  appeal  if  the 
next  scheduled  Committee  meeting  is  as  much  as  thirty  (30)  days  from  the 
date  of  the  letter  requesting  the  hearing. 

8.  The  Committee  will  hear  the  student  and  the  Dean  of  Student  Personnel 
at  different  times  and  will  render  a  decision  to  the  student  in  writing 
through  the  Secretary  of  the  Board,  who  shall  preside  at  the  meeting. 


Institute  Property 

The  property  of  the  Institute  must  not  be  abused  or  removed  from  the  place 
where  it  belongs.  Students  who  feel  inclined  to  destroy  or  abuse  the  bulling  or 
furnishings  shall  be  permanently  dismissed  from  the  Institute.  Students  shall  be 
held  liable  for  the  damages. 

Parking  Regulations 


Students  are  expected  to  drive  carefully  and  courteously  and  not  over  10  miles 
per  hour  while  on  campus.  Parking  areas  for  students  are  located  beside  the 
Vocational  building  and  on  the  east  side  of  the  Administrative  building.  Students 
must  not  park  in  reserve  spaces  or  loaidng  zones.  Violators  are  subject  to 
disciplinary  action. 

Smoking 

Smoking  is  allowed  in  authorized  places.  Students  may  smoke  in  the  halls,  the 
student  center,  and  outside  of  the  building.  Smoking  is  not  allowed  in 
classrooms,  library,  and  shops,  or  other  hazardous  areas. 
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Dress  Recommendations 

Edgecombe  Technical  Institute  encourages  neatness,  cleanliness,  and 
appropriateness  of  attire  for  Technical  Institute  men  and  women  at  all  times.  In 
the  interest  of  safety,  students  will  be  advised  by  shop  instructors  as  to 
appropriate  dress  and  shoes  to  be  worn.  Shoes  should  be  worn  at  all  times. 

Social  Life 

A  series  of  events  are  provided  throughtout  the  year  for  the  social,  cultural  and 
educational  enrichment  of  the  student.  Any  student  who  pays  the  student 
activity  fee  is  eligible  to  attend  activities  sponsored  by  the  Institute. 

Food  Service 

The  Institute  provides  vending  machines  in  the  student  lounge  that  dispense 
cake,  cookies,  soft  drinks,  and  other  sundries.  No  cafeteria  is  maintained  on 
campus. 

Student  Lounge 

The  student  Lounge  area  is  a  place  to  meet,  eat,  and  relax  during  leisure 
moments.  Wastebaskets  and  soft  drink  crates  are  provided  in  order  that  students 
may  leave  the  area  neat  and  clean  for  others. 

The  bulletin  board  in  the  lounge  is  reserved  for  Student  Personnel  and  student 
use.  Materials  may  be  posted  for  information  such  as  employment  opportunities, 
social  and  recreational  events,  and  Student  Govenment  activities  and  should  be 
approved  by  the  Student  Personnel  Office  prior  to  posting.  Any  complaints 
concerning  vending  machine  service  should  be  directed  to  the  Business  Office. 
A  suggestion  box  is  located  in  the  student  lounge  for  constructive  criticism. 

Student  Publications 

Student  publications  such  as  a  school  newspaper  or  yearbook  depend  upon 
the  voluntary  cooperation  of  the  students.  A  student  publications  committee  will 
be  under  the  supervision  and  direciton  and  approval  of  the  SGA,  the  Counselors 
and  the  Dean  of  Student  Personnel. 


Extra-Class  Activities 

Extra-class  activities,  such  as  intramural  sports,  dances,  picnics,  socials,  and 
student  publciations,  are  supervised  and  approved  by  the  SGA,  the  couselors 
and  the  Dean  of  Student  Personnel.  Final  approval  of  extra-class  activities 
comes  from  the  Dean  of  Student  Personnel.  The  SGA  is  under  the  supervision  of 
two  faculty  advisors,  the  Counselors  and  the  Dean  of  Student  Personnel. 


Use  of  Institute  Telephone 

A  public  telephone  is  provided  for  student  use  and  is  located  near  the  student 
lounge.  Students  are  cautioned  against  having  parents  and  friends  call  during 
class  time  as  student  will  be  called  out  of  class  only  to  receive  emergency  calls. 
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Textbooks 

The  cost  of  textbooks  and  supplies  are  additional  expenses  for  which  the 
students  would  plan.  These  expenses  vary  according  to  the  program  of  study, 
but  on  the  average  range  from  $30  to  $60  per  quarter.  These  items  may  be 
purchased  from  the  Institute's  bookstore.  The  first  quarter  of  registration  is 
generally  the  most  expensive. 


Tuition  and  Fees 

Tuition  fees  are  set  by  the  State  Broard  of  Education  and  are  subject  to 
change  without  notice.  Cost  of  textbooks  and  supplies  are  additional  expenses 
which  vary  according  to  the  program  of  study.  Current  basic  fees  to  be  paid  by 
students  upon  enrollment  are  as  follows: 


Technical,  Vocational,  and  General 
Educational  Program 

Tuition  fee  for  full-time  students:  $33.00  per  quarter.  For  part-time  students 
the  rate  is  $2.75  per  credit  hour  with  a  maximum  tuition  charge  of  $33.00  per 
quarter. 


Student  Activity  Fee 

All  full-time  students  are  required  to  pay  an  activity  fee  of  $3.00  for  each  quar- 
er.  This  fee  is  used  to  support  the  Student  Activities  Program. 

Textbooks  and  Supplies 

The  cost  of  textbooks  and  supplies  vary  according  to  the  program  of  study. 
Full-time  vocational  students  may  expect  to  pay  $30  per  quarter.  Textbooks  and 
supplies  for  full-time  technical  students  will  cost  approximately  $60  per  quarter. 

Accident  Insurance 

Accident  insurance,  covering  hours  in  school  and  transportation  to  and  from 
school,  is  available  for  $3.00  per  year. 


Required  Liability  Insurance  for 
Medical  Program  Students 

Edgecombe  Technical  Institute  requires  all  students  enrolled  in  any  medical 
program  which  requires  clinical  lab  experience  to  buy  medical  liability  insurance 
for  protection  against  malpractice  suits  which  might  arise  during  clinical 
experience.  The  business  office  of  Edgecombe  Technical  Institute  will  be 
responsible  for  collecting  the  medical  liability  insurance  fee  and  properly 
enrolling  the  students  as  policy  holders  with  the  insurance  company. 
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STUDENT  SERVICES 

STUDENT  PERSONNEL!.  SERVICES  OBJECTIVES 

1.  To  provide  an  accurate  image  of  the  institute  to  prospective  students. 

2.  To  provide  orientation  information,  registration  and  records  service. 

3.  To  provide  financial  aid  information  to  those  interested. 

4.  To  provide  guidance  and  counseling  to  help  students  make  appropriate 
educational  and  vocational  plans. 

5.  To  provide  guidance  in  student  activities. 

6.  To  provide  assistance  in  job  placement. 


GUIDANCE  SERVICES 


Student  Personnel  Services  include  counseling  services.  These  services  are 
available  to  every  student  from  pre-admission  through  graduation,  including 
transfer  or  placement. 

Each  student  is  assigned  a  faculty  advisor  who  serves  to  assist  the  student 
with  specific  course  planning  and  registration. 

In  selected  programs  entrance  examinations  are  required  for  admission  to 
Edgecombe  Technical  Institute.  Various  tests  may  be  administered  to  serve  the 
following  purposes: 


1.  To  measure  a  student's  aptitude  and  preparation  to  compete  successfully 
in  the  Technical  Institute's  environment. 

2.  To  indicate  the  student's  proficiency  in  English  and  Mathematics. 

3.  To  assist  the  student  in  selecting  a  program  of  studies  consistent  with  his 
aptitude  and  abilities. 

Students  are  encouraged  to  consult  the  Student  Personnel  Office  on  personal 
and  academic  matters.  The  office  will  arrange  conferences  to  discuss  problems 
with  the  student  in  order  to  evaluate  his  case  and  provide  the  needed  guidance. 
The  Student  Personnel  Office  provides  assistance  in  the  following  areas: 

TESTING:  Tests  are  given  as  a  tool  for  use  in  guidance  and  placement  of 
students. 

COUNSELING:  Each  student  may  use  this  service  as  desired.  He  may  feel 
free  to  come  to  the  Student  Personnel  Office  at  any  time  when  a  personal 
problem  arises  which  may  affect  his  educational  progress. 

PLACEMENT:  The  Institute  will  assist  the  students  and  alumni  in  securing 
employment.  The  objective  of  this  service  is  to  guide  and  assist  the  student  and 
graduate  in  obtaining  the  type  of  position  for  which  he  has  been  trained  and  for 
which  he  is  best  qualified. 

Active  contacts  are  maintained  throughout  Eastern  North  Carolina  with 
industries.  Informative  booklets,  brochures,  and  industrial  directories  are 
available  in  the  library.  Group  and  individual  job  interviews  will  be  arranged. 
Students  interested  in  placement  services  should  register  in  the  Student 
Personnel  Office  will  assist  students  in  arranging  living  accomodation. 
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RECORDS:  Student  records  may  be  sent  to  other  institutions  or  authorized 
persons  only  when  requested  by  the  student.  A  written  request  should  be  made 
to  the  Student  Personnel  Office. 

Institutional  instructors  or  professional  personnel  who  wish  to  see  a  student's 
records  in  regard  to  professional  educator-student  relations  must  obtain 
permission  from  the  Counselor  or  Dean  of  Student  Personnel. 

HOUSING:  The  Institute  does  not  have  dormitory  facilities,  but  the  Student 
Personnel  Office  will  assist  students  in  arranging  living  accomodation. 

FINANCIAL  AID 


Edgecombe  Technical  Institute  believes  that  no  person  who  has  the  ability  and 
motivation  should  be  deprived  of  an  education  because  of  lack  of  funds.  The 
institute  provides  financial  aid  through  College  Work  Study,  Vocational  Work 
Study  and  Educational  Opportunity  Grant  loans,  and  College  Foundation,  Inc. 
All  inquires  concerning  student  aid  should  be  addressed  to  the  Student 
Personnel  Office,  Edgecombe  Technical  Institute,  Tarboro,  North  Carolina 
unless  otherwise  designated. 

Vocational  Rehabilitation 

The  Institute  works  with  various  vocational  rehabilitation  agencies  in  seeking 
to  provide  educational  opportunities  for  persons  with  physical  and  health 
limitations. 

By  Act  of  Congress,  any  physically  handicapped  student  may  be  eligible  for 
scholarship  assistance  under  the  provisions  of  Public  Law  565.  Application  for 
this  scholarship  aid  should  be  processed  through  the  District  Vocational 
Rehabilitation  Office  nearest  the  applicant.  Inquiries  may  be  directed  to  the 
Rehabilitation  Office  or  Student  Personnel  Office. 


Veterans  Educational  Assistance 

The  Veteran's  Readjustment  Benefits  Act  of  1966  provides  educational 
assistance  for  veterans  who  served  on  active  duty  with  the  Armed  Forces  after 
January  31,  1955. 

War  Orphan's  Educational  Assistance  Act  of  1956  entitles  a  son  or  daughter  of 
a  veteran  who  died  of  a  service-connected  disability  to  receive  benefits  from  the 
Veterans  Administration. 

The  student  initiates  proceedings  by  contacting  his  local  VA  office.  The 
Student  Personnel  Office  is  the  clearing  house  on  campus  for  veterans  affairs. 

Educational  benefits  expire  on  May  31,  1976  for  veterans  who  were  separated 
from  active  duty  prior  to  June  1, 1966. 

Social  Security  Benefits  for  Students 

Sons  and  daughters  of  retired,  disabled,  or  deceased  workers  are  eligible  for 
social  security  benefits  up  to  the  age  of  twenty-two  while  they  are  in  college,  if 
they  are  unmarried,  full-time  students. 

Payment  of  these  benefits  is  not  automatic.  If  a  student  is  not  yet  eighteen  and 
wants  to  continue  receiving  monthly  benefits  or  if  his  benefits  were  stopped 
because  he  had  reached  the  age  of  eighteen,  he  should  notify  the  Social  Security 
Administration.  Students  should  contact  their  local  Social  Security 
representative  for  the  further  information. 
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FAMILY  RIGHTS  AND  PRIVACY  POLICY 

OF 

EDGECOMBE  TECHNICAL  INSTITUTE 


Since  Edgecombe  Technical  Institute  is  a  post-secondary  school  and  its 
students  are  eighteen  years  old  or  older,  this  policy  will  be  addressed  to  students 
rather  than  to  parents. 

I.  Students  at  Edgecombe  Technical  Institute  shall  be  informed  annually  of 
the  Institutional  policy  regarding  the  rights  of  students  regarding  their 
educational  records  and  the  privacy  of  those  records.  The  annual  notice  to 
students  shall  include  the  following. 

1 .  The  types  of  educational  records  and  the  information  contained  therein. 

2.  The  name  and  position  of  the  official  responsible  for  maintenance  of 
educational  records,  the  persons  who  have  access  to  the  records,  and 
the  purposed  for  which  they  have  access. 

3.  The  policy  of  the  institution  for  reviewing  and  expunging  records. 

4.  Procedures  for  challenging  the  contents  of  educational  records 

5.  The  cost  for  reproducing  copies  of  records. 

6.  Categories  of  information  designated  by  the  institution  as  directory 
information  and  the  condition  for  release  of  this  information 

7.  Other  rights  and  requirements. 

II.  A  student  at  Edgecombe  Technical  Institute  shall  have  the  right  to  inspect 
his  individual  educational  records  upon  request  to  the  Dean  of  Student 
Services.  The  request  shall  be  granted  within  45  days.  The  student  shall  see 
the  records  in  the  presence  of  the  Dean. 

STUDENT  is  defined  as  any  person  who  is  or  has  been  enrolled  and  has 
been  in  attendance  in  the  institution. 

EDUCATIONAL  RECORDS  include  records,  files,  documents,  or  any  other 
material  containing  information  directly  related  to  a  student  such  as  grades, 
test  scores,  attendance,  etc.  Not  included  are  guidance  records,  medical 
and  psychological  reports,  the  financial  records  of  the  parents,  confidential 
letters  and  statements  of  recommendation  placed  in  the  record  prior  to 
January  1,  1975  and  other  confidential  recommendations  if  the  student  has 
signed  a  waiver.  A  student  may  obtain  a  copy  of  his  record  upon  request. 

III.  A  student's  record,  other  than  directory  information,  shall  not  be  made 
available  without  the  written  consent  of  the  student  to  any  party  other  than: 

1.  Instructors  and  other  school  officials  having  a  legitimate  educational 
interest. 

2.  Officials  of  other  schools  in  which  the  student  seeks  to  enroll 

3.  Authorized  representatives  of  the  Comptroller  General  of  the  U.S.,  the 
Secretary,  the  Commissioner,  the  Director  of  the  National  Institute  of 
Education,  the  assistant  Secretary  for  Education,  or  State  educational 
authorities. 

4.  In  connection  with  the  student's  application  ror,  receipt  of,  financial  aid. 

5.  State  and  local  officials  or  authorities  to  which  such  information  is 
specifically  required  to  be  reported. 
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6.  Organizations  conducting  studies  for  educational  agencies.  Any 
personally  identifiable  information  will  be  destroyed  when  it  is  no  longer 
needed  for  the  specific  purpose  for  which  it  was  collected. 

7.  Accrediting  organizations  in  order  to  carry  out  their  specific  functions. 

8.  In  compliance  with  judicial  order  or  a  lawfully  issued  subpoens. 

The  student  shall  be  notified  of  any  such  transfer  of  his  educational  records, 
and  a  record  of  such  releases  with  be  in  his  file. 

Personally  identifiable  information  shall  be  released  to  a  third  party  only  on  the 
condition  that  such  a  party  will  not  permit  any  other  party  to  have  access  to  such 
information  without  the  written  consent  of  the  student. 

Transcripts  from  Edgecombe  Technical  Institute  will  include  the  following 
statement: 

"This  material  is  confidential  and  may  be  seen  only  by  authorized  persons, 

as  specified  in  the  "Family  Rights  .  .  Privacy  Act  of  1975". 


IV.  Edgecombe  Technical  Institute  will  review  records  periodically  and  remove 
all  documents  which  are  as  much  as  five  years  old,  with  the  exception  of  the 
application,  the  high  school  transcript,  the  Edgecombe  Technical  Institute 
transcript,  and  standard  test  results. 

V.  The  procedure  for  challenging  the  content  of  a  record  is  as  follows: 

The  student  shall  submit  a  request  for  a  hearing  to  the  Dean  of  Student 
Services.  This  hearing  may  be  an  informal  discussion  with  the  student.  It 
should  be  held  and  a  decision  rendered  within  a  reasonable  period  of  time. 

If  the  informal  hearing  does  not  resolve  the  issue,  a  formal  hearing  may  be 
requested  by  either  party  (the  student  or  the  institution).  A  formal  hearing 
shall  include  the  following  elements: 

1.  The  hearing  shall  be  conducted  within  a  reasonable  period  of  time 
following  the  request. 

2.  The  hearing  shall  be  conducted  and  the  decision  rendered  by  an 
institutional  official  or  other  party  who  does  not  have  a  direct  interest  in 
the  outcome. 

3.  The  student  shall  be  given  a  full  and  fair  opportunity  to  present  evidence 
relevant  to  the  issues  raised.  NOTE:  This  does  not  include  a  challenge  to 
an  assigned  grade. 

4.  The  decision  should  be  rendered  in  writing  within  a  reasonable  period  of 
time  after  the  hearing. 

VI.  Edgecombe  Technical  Institute  makes  no  charge  for  reproducing  copies  of 
educational  records. 

VII.  Public  directory  information  relating  to  a  student  includes  the  following: 
Name,  address,  telephone  number,  birthdate,  birthplace,  major  field  of 
study,  dates  of  attendance,  and  degrees  and  awards  received. 

Students  shall  be  advised  that  directory  information  may  be  released.  A 
student  may  request  in  writing  that  the  Dean  of  Student  Services  not 
release  directory  information  on  him.  Such  request  will  be  honored. 
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LEARNING  RESOURCES  CENTER 

The  Learning  Resources  Center  operates  from  3:00  a.m.  to  9:30  p.m.  Monday 
through  Thursday,  and  from  8:00  a.m.  until  4:30  p.m.  on  Fridays. 

The  Learning  Resources  Center  is  composed  of  three  departments:  the 
Library,  the  Audio-Visual  Department,  and  the  Learning  Laboratory. 

The  Library  collection  is  composed  of  all  forms  of  educational  media  selected 
to  meet  the  needs  of  library  users.  Include  here  are  not  only  books,  but 
magazines,  newspapers,  pamphlets,  and  audio-visual  materials,  including  films, 
filmstrips,  transparencies,  tape  recordings,  disc  recordings,  and  microfilm. 


Borrowing  Books 

All  books  may  be  checked  out  for  a  period  of  two  weeks,  except  reference  and 
reserve  books.  Books  to  be  checked  out  should  be  presented  at  the  Librarian's 
Desk  to  be  stamped.  Books  to  be  returned  should  be  placed  on  the  Librarian's 
Desk,  and  not  returned  to  the  shelves. 

Points  to  Remember 

1.  There  is  no  limit  to  the  number  of  books  that  may  be  borrowed  as  long  as 
the  privilege  is  not  abused. 

2.  Books  may  be  renewed  one  time  after  the  initial  check  out. 

Regulations  Governing  Use  of  the  Library 

The  following  regulations  are  designed  to  protect  the  rights  of  all  library  users: 

1 .  The  Library  is  a  study  area  in  which  reasonable  quiet  is  essential. 

2.  Smoking  and  refreshments  are  not  allowed  in  the  library  area. 

3.  The  books  or  the  other  learning  materials  should  be  returned  by  or  on  the 
due  date. 


Reserve  Books 

Books  for  required  reading  in  various  courses  are  placed  on  reserve  at  the 
Librarian's  Desk.  This  is  done  to  enable  groups  of  students  to  use  relatively  small 
numbers  of  books.  A  reserve  card  will  be  placed  in  each  reserve  book  for  the 
student  to  sign  as  he  uses  the  book  in  the  library.  These  books  will  not  leave  the 
library  while  on  reserve. 


Periodicals 

All  back  issues  of  magazines  are  filed  for  future  reference  and  may  be  checked 
out  at  any  time  for  two  week  periods.  The  Librarian  should  be  consulted  when 
seeking  back  issues  of  periodicals. 

Current  issues  of  magazines  on  the  magazine  rack  are  not  to  be  checked  out 
until  they  are  taken  off  the  rack,  except  for  one  class  period  for  a  report. 

Reference  Books 

All  reference  books  for  every  subject  are  located  in  one  area  of  the  library. 
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These  books,  including  encyclopedias,  are  not  to  be  checked  out  of  the  library, 
except  by  special  permission. 

Audio-Visual  Services 

The  Learning  Resources  Center  houses  and  distributes  movie  projectors, 
filmstrip  projectors,  tape  recorders,  record  players,  overhead  projectors,  and 
other  audio-visual  equipment. 

Learning  Laboratory 

The  Learning  Laboratory  is  an  individualized  instructional  facility.  Anyone  18 
years  of  age  and  not  presently  enrolled  in  a  secondary  school  is  eligible  for  this 
program.  Regardless  of  previous  education,  a  student  begins  at  a  level  at  which 
he  can  achieve  and  progresses  at  his  own  pace.  A  learning  laboratory 
coordinator  is  present  to  assist  individuals  when  needed. 

The  Learning  Laboratory  will  be  open  five  days  per  week,  both  day  and 
evening  hours.  The  student  attends  regularly  at  his  own  convenience  during  the 
scheduled  hours. 

There  is  no  tuition  fee  to  attend  the  Learning  Laboratory.  The  Institute 
provides  the  necessary  learning  materials.  The  student  must  supply  pencil, 
notebook  and  paper. 

Those  who  wish  to  finish  High  School  v\nd  who  are  18  years  of  age  or  older 
may  take  a  study  course  in  the  Learning  Laboratory  to  prepare  for  the  high 
school  equivalency  test.  At  the  end  of  his  studies  he  may  apply  to  take  a  state 
examination  called  the  G.E.D  (General  Educational  Development).  If  the  student 
successfully  completes  the  G.E.D.,  he  is  issued  his  High  School  Equivalency 
Certificate. 

Materials  available  in  the  Learning  Laboratory  cover  the  following  study  areas: 

Reading  and  English 

Foreign  Languages 

Mathematics 

Social  Studies 

General  Science 
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WHOM  TO  ASK 


Absences . 

Admission . 

Books  and  Periodicals . 

Building  Maintenance . 

Counseling . 

Course  Offerings . 

Drop-Add . 

Evening  Courses . 

Financial  Aid  . . 

Finances . 

First  Aid . 

Grades  — End  of  Quarter  Reports  . 

Graduation . 

High  School  Equivalency  Program 

Institute  Regulations . 

Job  Placement . 

Lost  and  Found . 

Purchase  of  Books  and  Supplies  .  , 

Recreational  Equipment . 

Student  Activities . 

Transcripts . 

Veterans  Affairs . 

Veterans  Affairs . 

Vocational  Rehabilitation . 

Withdrawals . 

Parking . 

Change  of  Grade . 


.  Student  Personnel  Office 
.  Student  Personnel  Office 
Learning  Resources  Center 

. Business  Office 

.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  .  .  .  Continuing  Education 
.  Student  Personnel  Office 

. Business  Office 

.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  Student  Personnel  Office 
Learning  Resources  Center 
.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  Student  Personnel  Office 

. Business  Office 

.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  Student  Personnel  Office 
.  Student  Personnel  Office 
,  .  Student  Personnel  Office 
.  .  .  .  Director  of  Instruction 
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Technical  Division 


BUSINESS  ADMINISTRATION 

In  North  Carolina  the  opportunities  in  business  are  increasing.  With  the  in¬ 
creasing  population  and  industrial  development  in  this  state,  business  has 
become  more  competitive  and  automated.  Better  opportunities  in  business  will 
be  filled  by  students  with  specialized  education  beyond  the  high  school  level. 
The  Business  Administration  curriculum  is  designed  to  prepare  the  student  for 
employment  in  one  of  many  occupations  common  to  business.  Training  is  aimed 
at  preparing  the  student  in  many  phases  of  administrative  work  that  might  be  en¬ 
countered  in  the  average  business. 

The  specific  objectives  of  the  Business  Administration  curriculum  are  to 
develop  the  following  competencies: 

1.  Understanding  of  the  principles  of  organization  and  management  in 
business  operations. 

2.  Understanding  our  economy  through  study  and  analysis  of  the  role  of 
production  and  marketing. 

3.  Knowledge  in  specific  elements  of  accounting,  finance,  and  business  law. 

4.  Understanding  and  skill  in  effective  communication  for  business. 

5.  Knowledge  of  human  relations  as  they  apply  to  successful  business 
operations  in  a  rapidly  expanding  economy. 

The  graduate  of  the  Business  Administration  curriculum  may  enter  a  variety  of 
career  opportunities  from  beginning  sales  person  or  office  clerk  to  manager 
trainee.  The  duties  and  responsibilities  of  this  graduate  vary  in  different  firms. 


BUSINESS  ADMINISTRATION 

SUGGESTED  SEQUENCE  OF  COURSES  BY  QUARTERS 


Hours 

Per 

Week 

Quarter 

Hours 

FIRST  QUARTER 

Class 

Shop 

Lab 

Credit 

ENG 

101 

Grammar 

3 

0 

0 

3 

BUS 

120 

Typewriting 

5 

0 

0 

5 

MAT 

110 

Business  Mathematics 

5 

0 

0 

5 

BUS 

101 

Introduction  to  Business 

3 

0 

0 

3 

BUS 

110 

Office  Machines 

2 

0 

2 

3 

18 

0 

2 

19 
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SECOND  QUARTER 


ENG 

102 

Composition 

3 

0 

0 

3 

POL 

102 

National  Government 

3 

0 

0 

3 

MAT 

112 

Business  Mathematics 

5 

0 

0 

5 

EDP 

104 

Introduction  to  Data  Processing 

5 

0 

0 

5 

16 

0 

0 

16 

THIRD  QUARTER 

ENG 

103 

Report  Writing 

3 

0 

0 

3 

BUS 

120 

Principles  of  Accounting 

5 

0 

2 

6 

SOC 

102 

Sociology 

3 

0 

0 

3 

BUS 

230 

Small  Business  Operations 

5 

0 

0 

5 

16 

0 

2 

17 

FOURTH  QUARTER 

BUS 

286 

Real  Estate 

3 

0 

0 

3 

BUS 

121 

Principles  of  Accounting 

5 

0 

0 

3 

BUS 

115 

Business  Law 

3 

0 

0 

3 

BUS 

231 

Small  Business  Operations  II 

3 

0 

0 

3 

BUS 

122 

Consumer  Finance 

3 

0 

0 

3 

17 

0 

2 

18 

FIFTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

0 

3 

BUS 

240 

Distributive  Technology 

5 

0 

2 

6 

BUS 

116 

Business  Law 

3 

0 

0 

3 

ECO 

108 

Consumer  Economics 

3 

0 

0 

3 

BUS 

247 

Insurance 

3 

0 

0 

3 

17 

0 

2 

18 

SIXTH  QUARTER 


ENG  206  Business  Communication 

BUS  229  Taxes 

SOC  104  The  Family  —  A  Cross  Cultural  Survey 

Technical  Elective 


3  0  0  3 
5  0  0  5 
3  0  0  3 
5  0  0  5 


SEVENTH  QUARTER 


ECO  109  Macroeconomics 

BUS  272  Supervision 

BUS  271  Office  Management 

Technical  Elective 


3  0  0  3 
5  0  0  5 
5  0  0  5 
5  0  0  5 
18  0  0  18 
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BUSINESS  ADMINISTRATION 
COURSE  DESCRIPTIONS 


Hours  Per  Week  Quarter 
Hours 

Class  Lab  Credit 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar,  functional 
approach  with  emphasis  on  grammar,  diction,  sentence  structure,  punctuation,  and 
spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English  grammar 
in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 

BUS  102  Typewriting  5  0  5 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  techniques, 
mastery  of  the  keyboard,  simple  business  correspondence,  tabulation,  and  manuscripts. 

MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to  business 
problems.  Topics  include  fractions,  decimals,  ration  and  proportion,  percent,  elementary 
algebra,  and  the  metric  system.  Skills  developed  in  these  areas  are  applied  to  payrolls, 
commissions,  discounts,  interest,  and  mark-up.  Prerequisite:  None 

BUS  101  Introduction  to  Business  3  0  3 

A  survey  of  the  business  world  with  particular  attention  devoted  to  the  structure  of  the 
various  types  of  business  organizations,  methods  of  financing,  internal  organization,  and 
management.  Prerequisite:  None 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  will  receive  training  in 
techniques,  processes,  operation,  and  application  of  the  ten-key  adding  machine,  printing 
calculator,  electronic  calculator  and  the  mimeograph  duplicating  machine.  Prerequisite: 
None 


SECOND  QUARTER 

ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  on  the  sentence,  the  paragraph,  and  the  whole  com¬ 
position.  Prerequisite:  ENG  101 

POL  102  National  Government  3  0  3 

English  and  colonial  background,  the  articles  of  confederation  and  the  framing  of  the 
federal  constitution.  The  nature  of  the  federal  union;  state  rights,  federal  powers,  political 
parties.  The  general  organization  and  functioning  of  the  national  government.  Prerequisite: 
None 

MAT  112  Business  Mathematics  5  0  5 

A  continuation  of  MAT  110.  Additional  depth  and  practice  provide  the  student  with  a  soun¬ 
der  foundation  in  mathematics.  Topics  include  depreciation,  installment  buying, 
promissory  notes,  present  value,  graphs,  and  progressions.  Prerequisite:  MAT  110 

EDP  104  Introduction  to  Data  Processing  5  0  5 

Fundamental  concepts  and  operational  principles  of  data  processing  systems,  as  an  aid  in 
developing  a  basic  knowledge  of  computers,  prerequisite  for  all  programming  courses. 
Prerequisite:  None 
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THIRD  QUARTER 


ENG  103  Report  Writing  3  0  3 

Utilization  of  the  fundamentals  of  English  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports,  using  ap¬ 
propriate  writing  techniques  and  graphic  devices.  Practical  application  in  the  preparation  of 
a  full-length  report  which  relates  to  his  chosen  curriculum.  Prerequisite:  ENG  102 

BUS  120  Principles  of  Accounting  5  2  6 

Principles,  techniques,  and  tools  of  accounting  for  understanding  of  the  mechanics  of  ac¬ 
counting.  Collecting,  summarizing,  analyzing,  and  reporting  information  about  service  and 
accounting.  Collecting,  summarizing,  analyzing,  and  reporting  information  about  service 
and  mercantile  enterprises.  To  include  practical  application  of  the  principles  learned. 
Prerequisite:  MAT  110 

SOC  102  Sociology  3  0  3 

An  introduction  course  in  the  principles  of  sociology.  An  attempt  to  provide  an  un¬ 
derstanding  of  culture,  collective  behavior,  community  life,  social  institutions  and  social 
change,  presents  the  scientific  study  of  man's  behavior  in  relation  to  other  men,  the 
general  laws  affecting  the  organization  of  such  relationships  and  the  effects  of  social  life  on 
human  personality  and  behavior.  Prerequisite:  None 

BUS  230  Small  Business  Operations  I  5  0  5 

An  introduction  to  the  business  world,  problems  of  small  business  operations,  basic 
business  law,  business  forms  and  records,  financial  problems,  ordering  and  inventory, 
layout  of  equipment  and  office,  methods  of  improving  business  and  employer-employee 
relations.  Prerequisite:  None 

FOURTH  QUARTER 

BUS  286  Real  Estate  3  0  3 

A  survey  course  to  provide  the  beginner  with  a  basic  knowledge  of  real  estate.  Prerequisite: 
None 

BUS  121  Principles  of  Accounting  5  2  4 

Partnership  and  corporation  accounting  including  a  study  of  payrolls,  federal,  ana  state 
taxes.  Emphasis  on  recording,  summarizing,  and  interpreting  data  for  management  control 
rather  than  on  bookkeeping  skills.  A  showing  of  accounting  services  as  they  contribute  to 
the  recognition  and  solution  of  management  problems.  Prerequisite:  BUS  120 

BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamentals  and  prin¬ 
ciples  of  business  law,  including  contracts,  negotiable  instruments,  and  agencies. 
Prerequisite:  None 

BUS  231  Small  Business  Operations  II  3  0  3 

This  course  is  a  continuation  of  BUS  230 

BUS  122  Consumer  Finance  3  0  3 

This  is  a  general  course  designed  to  aid  students  to  better  use  their  finances  with  emphasis 
on  family  money  management.  In  addition,  other  topics  studies  include  the  role  of  the  con¬ 
sumer  in  society,  buying  good  health  care  and  services,  and  the  consumer  protection. 
Prerequisite:  MAT  110 

FIFTH  QUARTER 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  on  the  speaker's  attitude  and  the  improvement  of  dic¬ 
tion  and  voice.  Practice  in  the  application  of  particular  techniques  of  theory  to  correct 
speaking  habits.  Particular  attention  given  to  conducting  meeting,  conferences,  and  in¬ 
terviews.  Prerequisite:  ENG  101 
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BUS  240  Distributive  Technology  5  2  6 

Designed  to  offer  the  student  intruction  in  marketing,  merchandising,  and  management;  to 
aid  in  improving  the  techniques  of  distribution;  and  to  develop  an  understanding  of  the 
wide-range  of  social  and  economic  responsibilities  which  accompany  the  right  to  engage  in 
distribution  in  a  free  competitive  society. 

BUS  116  Business  Low  3  0  3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales,  risk  partnership-corporation,  mor¬ 
tgages,  and  property  rights.  Prerequisite:  BUS  115 

ECO  108  Consumer  Economics  3  0  3 

Designed  to  help  the  student  use  his  resources  of  time,  energy,  and  money  to  get  the  most 
out  of  life.  Provides  the  student  an  opportunity  to  build  useful  skills  in  buying,  managing  his 
finances,  increasing  his  resources,  and  better  understanding  the  economy  in  which  he  lives. 
Prerequisite:  None 

BUS  247  Insurance  3  0  3 

An  introductory  course  concerned  with  risk  and  insurance.  This  course  surveys  the  dif¬ 
ferent  types  of  risks  and  how  different  types  of  insurance  reduces  the  uncertainties 
associated  with  risk.  The  emphasis  is  on  life,  automobile,  and  home  owners  risks  and  in¬ 
surance.  Prerequisite:  None 

SIXTH  QUARTER 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Emphasis  on  writing  ac¬ 
tion-getting  sales  letters  and  prospectuses.  Business  reports,  summaries  of  business  con¬ 
ferences,  letters  involving  credit,  collections,  adjustments,  complaints,  orders, 
acknowledgements,  remittances,  and  inquiry.  Prerequisite:  ENG  102 

BUS  229  Taxes  5  0  5 

A  study  of  income  tax  laws  for  the  United  States  and  North  Carolina  and  laboratory  exer¬ 
cises  in  the  pereparation  of  tax  returns  for  individuals.  Prerequisite:  MAT  110 

SOC  104  The  Family  —  A  Cross  Cultural  Survey  3  0  3 

Study  of  the  family  as  a  social  unit.  Historical  patterns  and  the  evolution  of  family  roles  in 
various  types  of  culture  provide  opportunities  to  analyze  and  interpret  and  influence  of  the 
culture  and  the  family  in  relation  to  the  larger  society.  Prerequisite:  None 

Technical  Elective  5  0  5 

SEVENTH  QUARTER 

ECO  109  Macroeconomics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and  practices  by  which 
people  gain  a  livelihood  and  a  study  of  the  laws  of  supply  and  demand  and  the  principles 
bearing  upon  production,  exchange,  distribution  and  consumption  both  in  reltion  to  the 
individual  enterprise  to  society  at  large.  Prerequisite:  None 

BUS  272  Supervision  5  0  5 

Introduced  the  basic  responsibilities  and  duties  of  the  supervisor  and  his  relationship  to 
superiors,  subordinates,  and  associates.  Emphasis  on  securing  an  effective  work  force  and 
the  role  of  the  supervisor.  Stress  on  methods  on  supervision.  Prerequisite:  None 

BUS  271  Office  Management  5  0  5 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on  the  role  of  office 
management  including  its  fucntion,  office  automation,  planning,  controlling,  organizing 
and  actuating  office  problems.  Prerequisite:  None 

Technical  Elective  5  0  5 
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GENERAL  OFFICE  TECHNOLOGY 

There  are  more  people  employed  in  clerical  occupations  than  in  any  other 
single  job  category.  Clerical  workers  represent  a  wide  variety  of  skills  and  ex¬ 
perience.  The  graduate  of  the  General  Office  Technology  curriculum  may  be  em¬ 
ployed  as  secretary,  file  clerk,  bookkeeper,  accounting  clerk,  assistant  office 
manager,  or  in  a  variety  of  other  clerical  related  jobs.  Employment  is  available  in 
almost  any  type  of  business  or  industry. 

GENERAL  OFFICE  TECHNOLOGY 

SUGGESTED  SEQUENCE  OF  COURSES  BY  QUARTERS 


Hours 

Per 

Week 

Quarter 

FIRST  QUARTER 

Class 

Shop 

Lab 

Hours 

Credit 

ENG  101 

Grammar 

3 

0 

0 

3 

MAT  110 

Business  Mathematics 

5 

0 

0 

5 

BUS  101 

Introduction  to  Business 

3 

0 

0 

3 

BUS  102 

Typewriting 

5 

0 

0 

5 

BUS  110 

Office  Machines 

2 

0 

2 

3 

18 

0 

2 

19 

SECOND  QUARTER 

ENG  102 

Composition 

3 

0 

0 

3 

MAT  112 

Business  Mathematics 

5 

0 

0 

5 

EDP  104 

Introduction  to  Data  Processing 

5 

0 

0 

5 

BUS  103 

Typewriting 

5 

0 

0 

5 

18 

0 

0 

18 

THIRD  QUARTER 

BUS  104 

Typewriting 

5 

0 

0 

5 

ENG  103 

Report  Writing 

3 

0 

0 

3 

BUS  120 

Principles  of  Accounting 

5 

0 

2 

6 

BUS  230 

Small  Business  Operations  1 

5 

0 

0 

5 

18 

0 

2 

19 

FOURTH  QUARTER 

BUS  121 

Principles  of  Accounting 

5 

0 

2 

6 

BUS  115 

Business  Law 

3 

0 

0 

3 

BUS  212 

Machine  Transcription 

3 

0 

0 

3 

BUS  122 

Consumer  Finance 

3 

0 

0 

3 

BUS  211 

Reproduction  Machines 

2 

0 

2 

3 

18 

0 

2 

18 

FIFTH  QUARTER 

ENG  204 

Oral  Communication 

3 

0 

0 

3 

BUS  205 

Advanced  Typewriting 

3 

0 

2 

4 

BUS  240 

Distributive  Technology 

5 

0 

2 

6 

ECO  108 

Consumer  Economics 

3 

0 

0 

3 

PSY  102 

General  Psychology 

3 

0 

0 

3 

17 

0 

4 

19 
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SIXTH 

QUARTER 

* 

ENG 

206 

Business  Communication 

3 

0 

0 

3 

BUS 

229 

Taxes 

5 

0 

0 

5 

BUS 

214 

Office  Procedures 

5 

0 

0 

5 

POL 

102 

National  Government 

3 

0 

0 

3 

16 

0 

0 

16 

SEVENTH  QUARTER 

BUS 

112 

Filing 

3 

0 

0 

3 

BUS 

272 

Supervision 

5 

0 

0 

5 

BUS 

271 

Office  Management 

5 

0 

0 

5 

ECO 

109 

Macroeconomics 

3 

0 

0 

3 

SOC 

102 

Sociology 

3 

0 

0 

3 

19 

0 

0 

19 

GENERAL  OFFICE  TECHNOLOGY 
COURSE  DESCRIPTIONS 

Hours  Per  Week  Quarter 

FIRST  QUARTER  Hours 

Class  Lab  Credit 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  Functional 
approach  with  emphasis  on  grammar,  diction,  sentence  structure,  punctuation,  and 
spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English  grammar 
in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 

MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to  business 
problems.  Topics  include  fractions,  decimals,  ratio  and  proportion,  percent,  elementary 
algebra,  and  the  metric  system.  Skills  developed  in  these  areas  are  applied  to  payrolls,  com¬ 
missions,  discounts,  interest,  and  mark-up.  Prerequisite:  None 

BUS  101  Introduction  to  Business  3  0  3 

A  survey  of  the  business  world  with  particular  attention  devoted  to  the  structure  of  the 
various  types  of  business  organization,  methods  of  financing,  internal  organizations,  and 
management.  Prerequisite:  None 

BUS  102  Typewriting  5  0  5 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  techniques, 
mastery  of  the  keyboard,  simple  business  correspondence,  tabulation,  and  manuscripts. 
Prerequisite:  None 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  will  receive  training  in 
techniques,  processes,  operation,  and  application  of  the  ten-key  adding  machine,  printing 
calculator,  electronic  calculator  and  the  mimeograph  duplicating  machine.  Prerequisite: 
None 

SECOND  QUARTER 

ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  on  the  sentence,  the  paragraph,  and  the  whole  com¬ 
position.  Prerequisite:  ENG  101 
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MAT  112  Business  Mathematics  5  0  5 

A  continuation  of  MAT  110.  Additional  depth  and  practice  provide  the  student  with  a  soun¬ 
der  foundation  in  mathematics.  Topics  include  depreciation,  installment  buying, 
promissory  notes,  present  value,  graphs,  and  progressions.  Prerequisite:  MAT  110 

EDP  104  Introduction  to  Data  Processing  5  0  5 

Fundamental  concepts  and  operational  principles  of  data  processing  systems,  as  an  aid  in 
developing  a  basic  knowledge  of  computers,  prerequisite  for  all  programming  courses. 
Prerequisite:  None 

BUS  103  Typewriting  5  0  5 

Emphasis  on  the  development  of  speed  and  accuracy  with  further  techniques  in  tabulation, 
manuscript,  correspondence,  and  business  forms.  Prerequisite:  BUS  102  Speed 
requirement:  30  words  per  minute  for  five  minutes. 


THIRD  QUARTER 

BUS  104  Typewriting  5  0  5 

Emphasis  on  production  typing  problems  and  speed  building.  Attention  to  the  development 
of  the  student's  ability  to  function  as  an  expert  typist,  producing  mailable  copies.  Produc¬ 
tion  units  in  tabulation,  manuscript,  correspondence,  and  business  forms.  Prerequisite: 
BUS  103  Speed  requirement:  40  words  per  minute  for  five  minutes. 

ENG  103  Report  Writing  3  0  3 

Utilization  of  the  fundamentals  of  English  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports,  using  ap¬ 
propriate  writing  techniques  and  graphic  devices.  Practical  application  in  the  preparation  of 
a  full-length  report  relating  to  his  chosen  curriculum.  Prerequisite:  ENG  102. 

BUS  120  Principles  of  Accounting  5  2  6 

Principles,  techniques,  and  tools  of  accounting  for  understanding  the  mechanics  of  ac¬ 
counting.  Collecting,  summarizing,  analyzing,  and  reporting  information  about  service  and 
mercantile  enterprises.  Includes  practical  application  of  the  principles  learned.  Prerequisite: 
MAT  110 

BUS  230  Small  Business  Operations  I  5  0  5 

An  introduction  to  the  business  world:  problems  of  small  business  operations,  basic 
business  law,  business  forms  and  records,  financial  problems,  ordering  and  inventory, 
layout  of  equipment  and  offices,  methods  of  improving  business  and  employer-employee 
relations.  Prerequisite:  None 

FOURTH  QUARTER 

BUS  121  Principles  of  Accounting  5  2  6 

Partnership  and  corporation  accounting  including  a  study  of  payrolls,  federal,  and  state 
taxes.  Emphasis  on  recording,  summarizing,  and  interpreting  data  for  management  control 
rather  than  on  bookkeeping  skills.  A  showing  of  accounting  services  as  they  contribute  to 
the  recognition  and  solution  of  management  problems.  Prerequisite:  BUS  120 

BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamentals  and  prin¬ 
ciples  of  business  law,  including  contracts,  negotiable  instruments  and  agencies. 
Prerequisite:  None 

BUS  212  Machine  Transcription  3  0  3 

A  cover  designed  to  acquaint  the  office  worker  with  the  use  of  dictating  and  transcribing 
equipment.  Emphasis  is  placed  on  efficiency,  accuracy,  and  speed.  Prerequisite:  BUS  104 
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BUS  122  Consumer  Finance  3  0  3 

This  is  a  general  course  designed  to  aid  students  to  better  use  their  finances,  with  emphasis 
on  family  money  management.  In  addition,  other  topics  studied  include  the  role  of  the  con¬ 
sumer  in  society,  buying  good  health  care  and  services,  and  consumer  protection. 
Prerequisite:  MAT  110 

BUS  211  Reproduction  Machines  2  2  3 

Development  of  skill  in  the  use  and  care  of  the  mimeograph,  spirit  duplicator,  offset,  and 
other  copying  machines.  Emphasis  is  placed  on  preparing  reproductive  stencils  for  letters, 
forms,  postal  cards,  and  other  types  of  business  forms.  Prerequisite:  BUS  104 

FIFTH  QUARTER 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  on  the  speaker's  attitude  and  the  improvement  of  dic¬ 
tion  and  voice.  Practice  in  the  application  of  particular  techniques  of  theory  to  correct 
speaking  habits.  Particular  attention  given  to  conducting  meetings,  conferences,  and  in¬ 
terviews.  Prerequisite:  None 

BUS  205  Advanced  Typewriting  3  2  4 

Emphasis  on  the  development  of  individual  production  rates.  Learning  the  techniques 
needed  in  planning  and  in  typing  projects  that  closely  approximate  the  work  appropriate  to 
the  field  of  study.  Review  of  letter  forms,  methods  of  duplication,  statistical  tabulation,  and 
the  typing  of  reports,  manuscripts  and  legal  documents.  Prerequisite:  BUS  104.  Speed 
requirement:  50  words  per  minute  for  five  minutes. 

BUS  240  Distributive  Technology  5  2  6 

Designed  to  offer  the  student  instruction  in  marketing,  merchandising,  and  management; 
to  aid  in  improving  the  techniques  of  distribution;  and  to  develop  an  understanding  of  the 
wide-range  of  social  and  economic  responsibilities  which  accompany  the  right  to  engage  in 
distribution  in  a  free  competitive  society.  Prerequisite:  None 

ECO  108  Consumer  Economics  3  0  3 

Designed  to  help  the  student  use  his  resources  of  time,  energy,  and  money  to  get  the  most 
out  of  life,  an  opportunity  to  build  useful  skills  in  buying,  managing  his  finances,  increasing 
his  resources,  and  better  understanding  the  economy  in  which  he  lives.  Prerequisite:  None 

PSY  102  General  Psychology  3  0  3 

A  study  of  the  various  fields  of  psychology;  the  developmental  process;  motivation; 
emotion;  frustration  and  adjustment;  mental  health;  attention  and  perception;  problems  of 
group  living.  Attention  is  given  to  applications  of  these  topics  to  problems  of  study,  self¬ 
understanding  and  adjustment  to  the  demands  of  society.  Prerequisite:  None 

SIXTH  QUARTER 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Emphasis  on  writing  ac¬ 
tion-getting  sales  letters  and  prospectuses.  Business  reports,  summaries  of  business  con¬ 
ferences,  letters  involving  credit,  collections,  adjustments,  complaints,  orders, 
acknowledgements,  remittances,  and  inquiry.  Prerequisite:  ENG  102 

BUS  229  Taxes  5  0  5 

A  study  of  income  tax  laws  for  the  United  States  and  North  Carolina  and  laboratory  exer¬ 
cises  in  the  preparation  of  tax  returns  for  individuals.  Prerequisite:  MAT  110 

BUS  214  Office  Procedures  5  0  5 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered  by  a  secretary 
during  the  work  day.  Procedures  included:  receptionist  duties,  handling  the  mail,  telephone 
techniques,  travel  information,  telegrams,  office  records,  purchasing  of  supplies,  office 
organization,  and  use  of  transcribing  units.  Prerequisite:  BUS  205 
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POL  102  National  Government  3  0  3 

English  and  colonial  background,  the  articles  of  confederation  and  the  framing  of  the 
federal  constitution.  The  nature  of  the  federal  union,  state  rights,  federal  powers,  political 
parties.  The  general  organization  and  functioning  of  the  national  government.  Prerequisite: 
None 

SEVENTH  QUARTER 

BUS  112  Filing  3  0  3 

Fundamentals  of  indexing  and  filing,  combining  theory  and  practice  by  the  use  of  miniatrue 
letters,  filing  boxes  and  guides.  Alphabetic,  geographic,  subject,  and  numeric  filing. 
Prerequisite:  None 

BUS  272  Supervision  5  0  5 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his  relationship  to 
superiors,  subordinates,  and  associates.  Emphasis  on  securing  an  effective  work  force  and 
the  role  of  the  supervisor.  Stress  on  methods  of  supervision.  Prerequisite:  None 

BUS  271  Office  Management  5  0  5 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on  the  role  of  office 
management  including  its  function,  office  automation,  planning,  controlling,  organizing 
and  actuating  office  problems.  Prerequisite:  None 

ECO  109  Macroeconomics  3  0  3 

The  fundamental  principles  of  economics  including  the  institutions  and  practices  by  which 
people  gain  a  livelihood  and  a  study  of  the  laws  of  supply  and  demand  and  the  principles 
bearing  upon  production,  exchange,  distribution  and  consumption  both  in  relation  to  the 
individual  enterprise  to  society  at  large.  Prerequisite:  None 

SOC  102  Sociology  3  0  3 

An  introductory  course  in  the  principles  of  sociology.  An  attempt  to  provide  an  un¬ 
derstanding  of  culture,  collective  behavior,  community  life,  social  institutions  and  social 
change.  Presents  the  scientific  study  of  man's  behavior  in  relation  to  other  men,  the 
general  laws  affecting  the  organization  of  such  relationships  and  the  effects  of  social  life  on 
human  personality  and  behavior.  Prerequisite:  None 


INDUSTRIAL  MANAGEMENT  TECHNOLOGY 

Purpose  of  Curriculum 

The  Industrial  Management  Technology  curriculum  is  designed  to  develop  the 
individual's  ability  to  advance  in  an  industrial  occupation  and  to  assume  the 
responsibilities  that  accompany  supervisory  and  mid-management  positions  in 
all  types  of  industry. 

The  overall  objectives  of  this  curriculum  are  to  further  develop  the  individual's 
adilities:  in  communicating  with  his  fellow  worker  through  the  spoken  and  writ¬ 
ten  word;  in  understanding  the  mathematical  skills  required  in  supervision;  in  un¬ 
derstanding  human  behavior  and  motivation;  in  a  working  knowledge  of  the  prin¬ 
ciples  of  organization  and  management  of  an  industrial  business. 

The  curriculum  is  designed  so  that  persons  employed  full  time  may  attend 
school  during  the  evening  hours  on  a  part  time  basis  and  earn  an  Associate  in  ap¬ 
plied  Science  Degree  in  Industrial  management  Technology. 

Job  Description 

The  supervisor  or  foreman  in  industry  coordinates  the  activities  of  workers. 
His  duties  may  include  interpretation  of  company  policies  to  employees,  plan- 
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ning  production  schedules,  estimating  man  hour  requirements  for  job  com¬ 
pletion,  establishing  or  adjusting  work  procedures,  analyzing  and  resolving  work 
problems  and  motivating  workers. 


INDUSTRIAL  MANAGEMENT 

SUGGESTED  SEQUENCE  OF  COURSES 


Hours 

Per 

Week 

Quarter 

FIRST  QUARTER 

Class 

Shop 

Lab 

Hours 

Credit 

ENG 

101 

Grammar 

3 

0 

0 

3 

ISC 

102 

Industrial  Safety 

3 

0 

0 

3 

DFT 

118 

Drafting  and  Blueprint  Interpretation 

3 

0 

2 

4 

PSY 

206 

Applied  Psychology 

3 

0 

0 

3 

ISC 

205 

First  Aid 

2 

0 

2 

3 

14 

0 

4 

16 

SECOND  QUARTER 

ENG 

102 

Composition 

3 

0 

0 

3 

BUS 

272 

Supervision 

3 

0 

0 

3 

ISC 

202 

Quality  Control 

3 

0 

2 

4 

Social  Science  Elective 

3 

0 

0 

3 

12 

0 

2 

13 

THIRD  QUARTER 

ENG 

103 

Report  Writing 

3 

0 

0 

3 

MAT 

110 

Business  Math 

5 

0 

0 

5 

ISC 

231 

Manufacturing  Cycles 

3 

0 

2 

4 

ISC 

209 

Plant  Layout 

4 

0 

0 

4 

15 

0 

2 

16 

FOURTH  QUARTER 

PSY 

125 

Art  of  Motivating  People 

3 

0 

0 

3 

MAT 

112 

Business  Math 

5 

0 

0 

5 

MEC 

213 

Production  Planning 

4 

0 

0 

4 

ECO 

102  A 

Economics  in  Business  and  Industry 

4 

0 

0 

4 

16 

0 

0 

16 

FIFTH  QUARTER 

MGT 

131 A 

Issues  and  Answers  in  Management 

3 

0 

0 

3 

ENG 

204 

Oral  Communications 

3 

0 

0 

3 

ECO 

201 

Labor  Economics  and  Labor  Relations 

4 

0 

0 

4 

ISC 

120 

Principles  of  Industrial  Management 

4 

0 

0 

4 

14 

0 

0 

14 
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SIXTH  QUARTER 


MGT 

131 B 

Issues  and  Answers  in  Management 

3 

0 

0 

3 

ISC 

129 

Instructor  Training 

4 

0 

0 

4 

ISC 

219 

Fire  Brigade  Training 

2 

0 

2 

3 

ISC 

210 

Job  Analysis  and  Evaluation 

2 

0 

2 

3 

PSY 

113 

Creative  Thinking 

4 

0 

0 

4 

15 

0 

4 

17 

SEVENTH  QUARTER 

MGT 

131 C 

Issues  and  Answers  in  Management 

3 

0 

0 

3 

ISC 

218 

Plant  Security 

4 

0 

0 

4 

ISC 

221 

Work  Simplification  and  Measurement 

2 

3 

1 

0 

BUS 

233 

Personnel  Management 

4 

0 

0 

4 

ISC 

232 

Suggestions  and  Awards  Programs 

4 

0 

0 

4 

INDUSTRIAL  MANAGEMENT 
COURSE  DESCRIPTIONS 

Hours  Per  Week  Quarter 

FIRST  QUARTER  Hours 

Class  Lab  Credit 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  The  ap¬ 
proach  is  functional  with  emphasis  on  grammar,  diction  sentence  structure,  punctuation, 
and  spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English 
grammar  in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 

ISC  102  Industrial  Safety  3  0  3 

Problems  of  accidents  and  fire  in  industry.  Management  and  supervisory  responsibility  for 
fire  and  accident  prevention.  Additional  topics  cover  accident  reports  and  the  supervisor; 
good  housekeeping  and  fire  prevention;  machine  guarding  and  personnel  protective  equip¬ 
ment;  state  industrial  accident  code  and  fire  regulations;  the  first  aid  department  and  the 
line  of  supervisory  responsibility  job  instruction  and  safety  instruction;  company  rules  and 
enforcement;  use  of  safety  committees;  insurance  carrier  and  the  Insurance  Rating  Bureau; 
and  advertising  and  promoting  a  good  safety  and  fire  prevention  program.  Prerequisite: 
None 

DFT  118  Drafting  and  Blueprint  Interpretation  3  2  4 

Basic  drafting  fundamentals  and  blueprint  reading  are  covered.  The  student  learns  to  use, 
read,  and  understand  basic  drafting  techniques,  blueprints  and  scale  drawings. 

Prerequisite:  None 

PSY  206  Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  are  of  assistance,  in  the  understanding  of 
inter-personal  relations  on  the  job.  Motivation,  feelings  and  emotions  are  considered  with 
particular  reference  to  on-the-job  problems.  Other  topics  investigated:  employee  selection, 
supervision,  job  satisfaction,  and  industrial  conflicts.  Attention  given  to  personal  and  group 
dynamics  so  that  the  student  may  learn  to  apply  the  principles  of  mental  hygiene  to  his  ad¬ 
justment  problems  as  a  worker  and  a  member  of  the  general  community.  Prerequisite: 
None 

ISC  205  First  Aid  2  2  3 

This  course  gives  the  basics  of  first  aid  treatment  techniques  to  supervisors  who  will  be 
confronted  with  injuries  likely  to  occur  in  the  work  area.  Also  covered  are  the  temporary 
treatment  of  sudden  illnesses,  attacks  and  seizures  on  the  job.  The  multi-media  method  of 
instruction  developed  by  AT  &  T  is  utilized  for  this  worthwhile  course.  Prerequisite:  None 
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SECOND  QUARTER 


ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  is  on  the  sentence  paragraph,  and  whole  composition. 
Prerequisite:  ENG  101 

UBS  272  Supervision  3  0  3 

Introduces  the  basic  reponsibilities  and  duties  of  the  supervisor  and  his  relationship  to 
superiors,  subordinates,  and  associates.  Emphasis  on  securing  an  effective  work  force  and 
the  role  of  the  supervisor.  Stress  on  methods  of  supervision.  Prerequisite:  None 

ISC  202  Quality  Control  3  2  4 

Principles  and  techniques  of  quality  control  and  cost  saving.  Organization  and  procedure 
for  efficient  quality  control.  Functions,  responsibilities,  structure,  costs,  reports,  records, 
personnel  and  vendor-customer  relationships  in  quality  control.  Sampling  inspections, 
process  control  and  tests  for  significance.  Prerequisite:  None 

Social  Science  Elective  3  0  3 

THIRD  QUARTER 

ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports,  using  writing 
techniques  and  graphic  devices  are  completed  by  the  students.  Practical  application  in  the 
preparation  of  a  full  length  report  is  required  of  each  student  at  the  end  of  the  term.  This 
report  must  have  to  do  with  something  in  his  chosen  curriculum.  Prerequisite:  ENG  102 

MAT  1 1 0  Business  Math  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to  business 
problems.  Topics  include  fractions,  decimals,  ration  and  proportion,  percent,  elementary 
algebra,  and  the  metric  system.  Skills  developed  in  these  areas  are  applied  to  payrolls, 
commissions,  discounts,  interest,  and  mark-up.  Prerequisite:  None 

ISC  231  Manufacturing  Cycles  3  2  4 

Purchasing  and  distribution  costs;  consumption  patterns;  channels  of  distribution, 
wholesaling,  shipping,  and  warehousing;  pricing;  government  regulation  of  competition. 
Prerequisite:  None 

ISC  209  Plant  Layout  4  0  4 

A  practical  study  of  factory  planning  with  emphasis  on  the  most  efficient  arrangement  of 
work  areas  to  achieve  lower  manufacturing  costs.  Effective  management  of  men,  money, 
and  materials  in  a  manufacturing  operation.  Prerequisite:  None 

FOURTH  QUARTER 

PSY  125  Art  of  Motivating  People  3  0  3 

The  importance  of  motivation  to  meet  production  needs  is  stressed.  Feelings  and  emotions 
are  considered  with  particular  reference  to  on-the-job  problems.  Other  topics  investigated 
are  employee  selection,  job  satisfaction,  and  industrial  conflicts.  Prerequisite:  None 

MAT  112  Business  Math  5  0  5 

A  continuation  of  MAT  110.  Additional  depth  and  practice  provide  the  student  with  a  soun¬ 
der  foundation  in  mathematics.  Topics  include  depreciation,  installment  buying, 
promissory  notes,  present  value,  graphs,  and  progressions.  Prerequisite:  MAT  110 

MEC  213  Production  Planning  4  0  4 

Day-to-day  plant  forecasting,  product  planning  and  control,  scheduling,  dispatching, 
routing  and  inventory  control.  Actual  layouts  are  utilized  for  planning  and  control.  Orien¬ 
tation  visits  to  selected  industries  are  part  of  the  lab  experience.  Prerequisite:  None 
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ECO  102A  Economics  in  Business  and  Industry  4  0  4 

Basic  principles  of  capitalism,  the  function  of  government,  the  laws  of  supply  and  demand, 
wages,  productivity,  and  the  profit  motive  are  stressed.  Group  discussions  (conference 
method)  are  used  frequently  to  fully  explore  the  subject  matter.  Prerequisite:  None 

FIFTH  QUARTER 

MGT  131 A  Issues  and  Answers  in  Management  3  0  3 

This  course  presents  a  variety  of  topics  that  highlight  contemporary  management  problems 
and  issues.  Use  is  made  of  visiting  speakers,  group  discussion  and  audio-visual  materials. 
Prerequisite:  None 

ENG  204  Oral  Communications  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  is  placed  on  the  speaker's  attitude,  improving  diction, 
voice,  and  the  application  of  particular  techniques  of  theory  to  correct  speaking  habits  and 
to  produce  effective  oral  presentation.  Particular  attention  given  to  conducting  meetings, 
conferences,  and  interviews.  Prerequisite:  None 

ECO  201  Labor  Economics  and  Labor  Relations  4  0  4 

Emphasis  is  placed  on  the  history  of  the  labor  movement  in  the  United  States,  the  develop¬ 
ment  of  methods  and  strategies  by  labor  organizations  and  management,  and  the  factors  of 
income  and  economic  security.  The  Workmen's  Compensation  Act,  Equal  Employment 
Opportunity,  and  other  Federal  legislation  is  highlighted  as  part  of  the  lab  experience. 
Prerequisite:  None 

ISC  120  Principles  of  Industrial  Management  4  0  4 

The  basic  managerial  decisions;  organizational  structure  including  plant  location,  building 
requirements,  and  internal  factory  organization;  problems  of  factory  operation  and  control, 
planning,  scheduling,  routing  production,  purchasing  cost  control.  Plant  problems  are 
utilized  as  lab  experiments.  Prerequisite:  None 


SIXTH  QUARTER 

MAGT131B  Issues  and  Answers  in  Management  3  0  3 

Continuation  of  MGT  131  A.  Prerequisite:  None 

ISC  129  Instructor  Training  4  0  4 

This  course  provides  the  industrial  supervisor  with  an  approved  method  of  instruction 
based  on  basic  principles  of  learning.  The  emphasis  is  how  to  teach  either  the  individual  or 
a  small  group  the  related  technology  or  manipulative  skills  of  his  trade.  Conducting  a  safety 
meeting  and  teaching  a  particular  task  to  an  individual  are  utilized  as  part  of  the  lab  ex¬ 
perience.  Prerequisite:  None 

ISC  219  Fire  Brigade  Training  2  2  3 

The  organization  and  duties  of  an  industrial  plant  fire  brigade  are  reviewed.  The  role  of  the 
supervisor  as  a  fire  brigade  officer  is  stressed.  The  use  of  fire  extinguishers,  reporting  fires, 
disaster  evacuation,  and  organization  are  covered  in  detail.  Prerequisite:  None 

ISC  210  Job  Analysis  and  Evaluation  2  2  3 

This  course  is  designed  to  familiarize  the  supervisor  with  techniques  necessary  to  gather 
facts  about  the  specific  operations  and  responsibilities  of  the  job,  what  it  entails,  such  as 
mental  ability,  skills,  and  physical  requirements.  Prerequisite:  None 

PSY  113  Creative  Thinking  4  0  3 

This  course  is  designed  to  familiarize  the  supervisor  with  techniques  necessary  to  gather 
facts  about  the  specific  operations  and  responsibilities  of  the  job,  what  it  entails,  such  as 
mental  ability,  skills,  and  physical  requirements.  Prerequisite:  None 
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SEVENTH  QUARTER 


MGT  1 3 1 C  Issues  and  Answers  in  Management  3  0  3 

Continuation  of  MGT  131  B.  Prerequisite:  None 

ISC  218  Plant  Security  4  0  4 

The  organization  and  function  of  the  plant  security  force  is  reviewed.  Items  covered  in¬ 
clude:  entrance  procedures,  petty  thievery  of  company  owned  materials,  parking  lot 
security,  use  of  firearms  in  emergency  situations,  disaster  preparedness,  and  handling 
bomb  scares.  Observation  of  plant  security  personnel  in  the  performance  of  their  many  and 
varied  duties  is  utilized  as  the  lab  experience.  Prerequisite:  None 

ISC  211  Work  Simplification  and  Measurement  2  2  3 

Principles  of  work  simplification  including  administration  of  job  methods  improvement, 
motion  study  fundamentals  and  time  study  techniques.  Use  of  flow  and  process  charts, 
multiple  activity  charts,  operation  charts,  flow  diagrams  and  methods  evaluation. 
Prerequisite:  None 

BUS  233  Personnel  Management  4  0  4 

A  study  of  the  major  junctions  of  management  with  emphasis  on  structuring  a  department 
and  methods  of  evaluation  of  personnel.  Prerequisite:  None 

ISC  232  Suggestions  and  Awards  Programs  4  0  4 

Many  industries  successfully  take  advantage  of  employee  ideas  to  improve  production, 
costs,  quality,  safety,  and  morale.  This  coruse  will  review  typical  suggestion  programs  and 
possible  adaptation  to  needs  of  local  industry.  Prerequisite:  None 


LAW  ENFORCEMENT 

The  nature  and  scope  of  the  law  enforcement  officer  has  changed  drastically 
in  recent  years.  The  law  enforcement  officer  not  only  makes  arrests  today,  but 
does  criminal  investigation,  works  with  juveniles,  and  becomes  actively  involved 
in  community  affairs.  He  works  with  people  more  than  at  any  time  in  the  past. 
Therefore  he  must  have  an  increased  knowledge  of  psychology,  sociology, 
politics,  and  planning  and  administation. 

Opportunities  exist  at  the  local,  state,  and  national  level  in  such  areas  as  law 
officer,  detective,  juvenile  officer,  highway  patrolman,  or  federal  investigator. 
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The  law  enforcement  curriculum  offers  both  academic  classroom  work  and 
practical  laboratory  work.  All  aspects  of  law  enforcement  are  introduced  in  order 
to  give  the  student  a  general  knowledge  of  the  work  done  by  any  agency.  Elec¬ 
tives  allow  the  student  to  specialize  in  an  area  in  which  he  has  a  particular  in¬ 
terest.  The  demand  for  more  and  better  law  enforcement  has  made  increased 
educational  preparation  an  essential  qualification  for  a  person  seeking  em¬ 
ployment  in  this  area. 


LAW  ENFORCEMENT 

SUGGESTED  SEQUENCE  OF  COURSES  BY  QUARTERS 


Hours 

Per 

Week 

Quarter 

FIRST  QUARTER 

Class 

Shop 

Lab 

Hours 

Credit 

ENG  101  Grammar 

3 

0 

0 

3 

MAT  110  Business  Mathematics 

5 

0 

0 

5 

PSC  101  Introduction  to  Law  Enforcement 

5 

0 

0 

5 

PSY  102  General  Psychology 

3 

0 

0 

3 

POL  102  Government  -  National 

3 

0 

0 

3 

17 

0 

0 

17 

SECOND  QUARTER 

ENG  102  Composition 

3 

0 

0 

3 

POL  103  Government  -  Local  and  State 

3 

0 

0 

3 

PSC  110  Criminology 

3 

0 

0 

3 

PSY  103  Adolescent  Psychology 

3 

0 

0 

3 

Law  Enforcement  Elective 

3 

0 

0 

3 

PSC  115  Criminal  Law  1 

3 

0 

0 

3 

18 

0 

0 

18 

THIRD  QUARTER 

PSC  116  Criminal  Law  II 

3 

0 

0 

3 

CHM  101  General  Chemistry 

4 

0 

2 

5 

HEA  101  First  Aid 

3 

0 

0 

3 

PSC  102  Introduction  to  Corrections 

3 

0 

0 

3 

ENG  103  Report  Writing 

3 

0 

0 

3 

16 

0 

2 

16 

FOURTH  QUARTER 

PSC  220  Law  Enforcement  Administration 

3 

0 

0 

3 

PSC  210A  Criminal  Investigation  1 

3 

0 

0 

3 

PSC  203  Forensic  Science 

3 

0 

0 

3 

Law  Enforcement  Elective 

3 

0 

0 

3 

Law  Enforcement  Elective 

3 

0 

0 

3 

SOC  204  Police  Community  Relations 

3 

0 

0 

3 

18 

0 

0 

18 
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FIFTH  QUARTER 


SOC  102  Introduction  to  Sociology  3 

PSC  205  Criminal  Evidence  and  Procedures  3 

Law  Enforcement  Elective  3 

Law  Enforcement  Elective  3 

PSC  221  Police  Supervision  3 

PSC  210B  Criminal  Investigation  II  3 


SIXTH  QUARTER 


18 


BUS  115  Business  Law  3 

PSC  201  Traffic  Planning  and  Accident  Investigation  3 
Law  Enforcement  Elective  3 

Law  Enforcement  Elective  3 

ENG  204  Oral  Communication  3 


0 

0 

0 

0 

0 

0 

0 


0 

0 

0 

0 

0 


15  0 


0  3 
0  3 
0  3 
0  3 
0  3 
0  3 

0  18 


0  3 
0  3 
0  3 
0  3 
0  3 

0  15 


LAW  ENFORCEMENT 
COURSE  DESCRIPTIONS 


Hours  Per  Week  Quarter 
Hours 

FIRST  QUARTER  Class  _ab  Credit 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  Functional 
approach  with  emphasis  on  grammar,  diction,  sentence  structure,  punctuation,  and 
spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English  grammar 
in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 

MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to  business 
problems.  Topics  include  fractions,  decimals,  ration  and  proportion,  percent,  elementary 
algebra,  and  the  metric  system.  Skills  developed  in  these  areas  are  applied  to  payrolls,  com¬ 
missions,  discounts,  interest,  and  mark-up.  Prerequisite:  None 

PSC  101  Introduction  to  Law  Enforcement  3  0  3 

A  general  course  designed  to  familiarize  the  student  with  a  philosophy  and  history  of  law 
enforcement,  including  its  legal  limitations  in  a  democratic  republic,  a  survey  of  the  primary 
duties  and  responsibilities  of  the  various  law  enforcement  agencies,  a  delineation  of  the 
basic  processes  of  justice,  and  evaluation  of  law  enforcement's  current  position,  and  an 
orientation  relative  to  law  enforcement  as  a  vocation.  Prerequisite:  None 

PSY  102  General  Psychology  3  0  3 

A  study  of  the  various  fields  of  psychology;  the  developmental  process;  motivation; 
emotion;  frustration  and  adjustment;  mental  health;  attention  and  perception;  problems  of 
group  living.  Attention  is  given  to  applications  to  these  topics  to  problems  of  study,  self¬ 
understanding  and  adjustment  to  the  demands  of  society.  Prerequisite:  None 

POL  102  Government  -  National  3  0  3 

English  and  colonial  background,  the  articles  of  confederation  and  the  framing  of  the 
federal  constitution.  The  nature  of  the  federal  union;  state  rights,  federal  powers,  political 
parties.  The  general  organization  and  functioning  of  the  national  government.  Prerequisite: 
None 
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SECOND  QUARTER 


ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  on  the  sentence,  the  paragraph,  and  the  whole  com¬ 
position.  Prerequisite:  ENG  101 

POL  103  Government  -  Local  and  State  3  0  3 

A  study  of  state  and  local  government,  state-federal  interrelationships,  the  functions  and 
prerogatives  of  the  branches.  Problems  of  administration,  legal  procedures,  law  en¬ 
forcement,  police  power,  taxation,  revenues  and  appropriations.  Special  attention  is  given 
to  North  Carolina.  Prerequisite:  POL  102  or  Instructor's  Permission 

PSC  110  Criminology  3  0  3 

The  study  primarily  concerned  with  scientific  efforts  to  understand  crime  and  to  un¬ 
derstand  man  in  relation  to  crime  phenomena.  It  deals  with  those  definitions  and  for¬ 
mulations  of  crime  and  criminals  upon  which  a  system  of  criminology  must  be  based.  It 
examines  the  law  as  the  basic  framework  within  which  social  deviations  assume  their  func¬ 
tions  as  criminal  acts  and  those  broad  principles  upon  which  a  science  of  criminology  must 
rest.  Prerequisite:  None 

PSY  103  Adolescent  Psychology  3  0  3 

A  study  of  the  nature  and  source  of  the  problems  of  adolescents  in  Western  culture; 
physical,  emotional,  social,  intellectual  and  personality  development  of  adolescents. 
Prerequisite:  PSY  102  or  Instructor's  Permission 

Law  Enforcement  Elective  3  0  3 

PSC  115  Criminal  Law  I  3  0  3 

Designed  to  present  a  basic  concept  of  criminal  law  and  create  an  appreciation  of  rules  un¬ 
der  which  one  lives  in  our  system  of  government.  Prerequisite:  None 

THIRD  QUARTER 

PSC  116  Criminal  Law  II  3  0  3 

A  continuation  of  PSC  115  Criminal  Law  I.  Prerequisite:  PSC  1 15  or  Instructor's  Permission 

CHM  101  General  Chemistry  4  2  5 

An  introductory  course  in  basic  inorganic  chemistry  which  assumes  no  background  in 
chemistry.  Topics  include  elements,  compounds,  mixtures,  physical  and  chemical  changes, 
the  metric  system,  atomic  structure,  formulas,  chemical  equaitons,  solutions,  acids,  bases, 
and  salts.  Prerequisite:  None 

HEA  101  First  Aid  3  0  3 

An  examination  of  human  anatomy  with  emphasis  on  emergency  procedures,  utilized  in  all 
types  of  accidents  and  illnesses.  Prerequisite:  None 

PSC  102  Introduction  to  Corrections  3  0  3 

Examination  of  the  total  correctional  process  from  law  enforcement  through  the  ad¬ 
ministration  of  justice,  probation,  prisons,  and  correctional  institutions,  and  parole. 
Prerequisite:  None 

ENG  103  Report  Writing  3  0  3 

Utilization  of  the  fundamentals  of  English  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports,  using  ap¬ 
propriate  writing  techniques  and  graphic  devices.  Practical  application  in  the  preparation  of 
a  full-length  report  which  relates  to  his  chosen  curriculum.  Prerequisite:  ENG  102 

FOURTH  QUARTER 

PSC  220  Law  Enforcement  Administration  3  0  3 

Introduction  to  principles  of  organization  and  administration,  discussion  of  the  service  fun¬ 
ctions;  e.g.,  personnel  management,  police  management,  training,  communications,  recor¬ 
ds,  property  maintenance  and  miscellaneous  services.  Prerequisite:  None 
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PSC  210A  Criminal  Investigation  I  3  0  3 

This  course  introduces  the  student  to  fundamentals  of  investigation;  crime  scence  search; 
recording,  collection  and  preservation  of  evidence;  sources  of  information;  interview  and 
interrogation;  case  preparation  and  court  presentation;  and  the  investigation  of  specific  of¬ 
fenses  such  as  arson,  narcotics,  sex,  larceny,  burglary,  robbery  and  homicide.  Prerequisite: 
None 

PSC  203  Forensic  Science  3  0  3 

An  introduction  to  crime  lab  technique  which  stresses  the  examination  of  documents,  com¬ 
parative  micrography,  polygraph  examinations,  firearms  identification,  pathology, 
toxicology,  and  fingerprint  techniques.  Prerequisite:  CHM  101  or  Instructor's  Permission 

Law  Enforcement  Elective  3  0  3 

Law  Enforcement  Elective  3  0  3 


SOC  204  Police  Community  Relations  3  0  3 

The  individual  and  group  role  of  the  law  enforcement  officer  as  an  effective  member  of  the 
community.  Emphasis  is  on  the  public  relations  aspect  of  law  enforcement.  Special  resear¬ 
ch  projects  may  be  assigned.  Prerequisite:  None 


FIFTH  QUARTER 

SOC  102  Introduction  to  Sociology  3  0  3 

An  introductory  course  in  the  principles  of  sociology.  An  attempt  to  provide  an  un¬ 
derstanding  of  culture,  collective  behavior,  community  life,  social  institutions  and  social 
change.  Presents  the  scientific  study  of  man's  behavior  in  relation  to  other  men,  the 
general  laws  affecting  the  organization  of  such  relationships  and  the  effects  of  social  life  on 
human  pesonality  and  behavior.  Prerequisite:  None 


PSC  205  Criminal  Evidence  and  Procedures  3  0  3 

Instruction  covers  the  kinds  and  degrees  of  evidence  and  the  rules  governing  the  ad¬ 
missibility  of  evidence  in  court.  Prerequisite:  None 


Law  Enforcement  Elective 


3  0  3 


Law  Enforcement  Elective 


3  0  3 


Law  Enforcement  Elective 


3  0  3 


PSC  221  Police  Supervision  3  0  3 

An  introduction  to  the  principles  of  organization  and  administration  including  their  ap¬ 
plication  to  field  services  such  as  vice-control,  traffic  patrol,  criminal  investigation,  and 
juvenile  division.  Special  emphasis  is  placed  on  developing  supervisory  and  management 
technique  employed  at  the  various  levels  of  police  work.  Prerequisite:  None 


PSC  210B  Criminal  Investigation  II  3  0  3 

A  continuation  of  PSC  210A.  Prerequisite:  PSC  210A 


SIXTH  QUARTER 

BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamentals  and  prin¬ 
ciples  of  business  law,  including  contracts,  negotiable  instruments,  and  agencies. 
Prerequisite:  None 
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PSC  201  Traffic  Planning  and  Accident  Investigation  3  0  3 

A  study  which  covers  the  history  of  the  traffic  enforcement  problem  and  gives  an  overview 
of  the  problem  as  it  exists  today.  Attention  is  given  to  the  Three  E's  and  legislation,  the 
organization  of  the  traffic  unit,  the  responsibilities  to  the  traffic  function  of  the  various  units 
within  the  law  enforcement  agency,  enforcement  tactics,  evaluation  of  the  traffic  program 
effectiveness  and  the  allocation  of  men  and  materials.  Prerequisite:  None 

Law  Enforcement  Elective  3  0  3 

Law  Enforcement  Elective  3  0  3 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  on  the  speaker's  attitude  and  the  improvement  of  dic¬ 
tion  and  voice.  Practice  in  the  application  of  particular  techniques  of  theory  to  correct 
speaking  habits.  Particular  attention  given  to  conducting  meetings,  conferences,  and  in¬ 
terviews.  Prerequisite:  None 

Electives: 

PSC  140  Fingerprinting  I  2  2  3 

A  survey  of  the  use  of  fingerprinting  as  a  law  enforcement  technique.  Emphasis  is  placed 
on  collection,  filing,  system,  sources  and  interpretation  as  evidence.  Prerequisite:  None 

PSC  141  Fingerprinting  II  2  2  3 

A  continuation  of  Fingerprinting  I.  Prerequisite:  PSC  140 

PSC  150  Seminar-Practicum  Law  Enforcement  3  0  3 

Experience  in  a  variety  of  law  enforcement  agencies  to  develop  broader  concepts  con¬ 
cerning  law  enforcement  as  an  occupation  and  to  increase  the  background  of  the  student 
for  the  second  year's  work.  (Arranged  by  special  permission  after  completion  of  three  quar¬ 
ters.) 

PSC  230  Current  Problems  in  Law  Enforcement  3  0  3 

Experience  in  a  variety  of  law  enforcement  agencies  to  develop  broader  concepts  con¬ 
cerning  law  enforcement  as  an  occupation  and  to  increase  the  background  of  the  student 
for  the  second  year's  work.  (Arranged  by  special  permission  after  completion  of  three  quar¬ 
ters.) 

PSC  230  Current  Problems  in  Law  Enforcement  3  0  3 

A  discussion  of  contemporary  law  enforcement  problems  including  drugs,  racial  problems, 
and  riot  control.  Special  research  projects  may  be  assigned.  Prerequisite:  None 

PSC  231  Law  Enforcement  Patrol  Functions  14  3 

Duties  and  responsibilities  of  law  enforcement  officers  while  on  patrol.  Distribution  of  for¬ 
ces,  communications,  safety,  emergencies  and  traffic  enforcement  are  observed  in  an 
assigned  series  of  actual  patrols.  Prerequisite:  None 

PSC  232  Firearms  2  2  3 

An  introduction  to  weapons,  types  and  classificaiton,  and  their  safe  use  in  law  en¬ 
forcement.  Particular  emphasis  is  placed  on  when  to  use  weapons,  their  tranportation  and 
storage.  Prerequisite:  None 

PSC  233  Defensive  Tactics  1  4  3 

An  introduction  to  the  art  of  self-defense  as  applicable  to  the  personal  protection  of  the  law 
enforcement  officer.  Prerequisite:  None 

PHO  101  Photography  I  2  2  3 

A  survey  of  the  use  of  photography  as  a  law  enforcement  technique.  Common 
photographic  materials  and  equipment  and  darkroom  procedures  are  introduced.  The 
student  has  an  opportunity  to  photograph  simulated  crime  scenes  and  study  the  photos  for 
evidence.  Prerequisite:  None 
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PHO  102  Photography  II 

A  continuation  of  PHO  101 .  Prerequisite:  PHO  101 


2 


2 


3 


PSC  112  Motor  Vehicle  Laws  3  0  3 

A  study  of  the  traffic  enforcement  codes  with  primary  emphasis  placed  on  North  Carolina 
Laws.  Prerequisite:  None 

PSC  120  Search  and  Seizure  3  0  3 

An  in-depth  study  of  laws  of  search  and  seizure  concentrating  on  recent  U.S.  Supreme 
Court  decisions.  Prerequisite:  None 

PSC  121  Ballistics  3  0  3 

A  study  to  acquaint  the  student  with  the  ballistics  of  various  weapons  and  cartridges 
generally  encourtered  in  police  work.  Practical  experience  in  hand-loading  various  car¬ 
tridges  is  provided  (under  strict  supervision  of  instructor)  to  familiarize  the  student  with  the 
unique  properties  of  different  gunpower  and  weights  of  bullets. 

PSC  122  Bombs  and  Bombings  3  0  3 

Emphasis  is  placed  on  safety  and  the  protection  of  life  and  property.  Bomb  scares  and  laws 
pertaining  the  explosives  and  bombs  are  discussed  as  well  as  case  histories  covering  a 
variety  of  homemade  bombs,  employed  against  persons,  automobiles,  trains,  and  aircraft. 
Prerequisite:  None 

PSC  123  Drug  Abuse  3  03 

Designed  to  help  officers  with  on-the-job  contracts  involving  drugs  and  users.  Study  con¬ 
centrates  in  three  areas:  History  of  drugs;  federal  and  state  laws;  Practical  identification. 
Prerequisite:  None 


MECHANICAL  ENGINEERING  TECHNOLOGY 

The  program  of  study  in  Mechanical  Engineering  Technology  has  as  its  ob¬ 
jective  the  training  of  personnel  to  assist  the  engineer  or  company  management 
in  solving  problems  related  to  production  processes,  equipment,  tooling,  super¬ 
vision  of  personnel,  design,  sales  and  drafting.  A  graduate  of  this  program  will 
have  a  high  degree  of  versatility  resulting  in  a  demand  for  his  services  in  all  types 
of  industries. 

The  curriculum  is  designed  to  give  the  student  exposure  to  all  aspects  of 
mechanical  devices  including  material  selection,  controls,  operation,  main¬ 
tenance  and  design. 

Elective  courses  allow  the  student  to  gain  proficiency  in  areas  of  special  in¬ 
terest. 


MECHANICAL  ENGINEERING  TECHNOLOGY 
SUGGESTED  SEQUENCE  OF  COURSES 


Hours 

Per  Week 

Quarter 

FIRST 

QUARTER 

Class 

Lab 

Shop 

Hours 

Credit 

ENG 

101 

Grammar 

3 

0 

0 

3 

ISC 

102 

Industrial  Safety 

3 

0 

0 

3 

DFT 

118 

Drafting  and  Blueprint  Interpretation 

3 

2 

0 

4 

PSY 

206 

Applied  Psychology 

3 

0 

0 

3 

ISC 

205 

First  Aid 

2 

2 

0 

3 

14 

4 

0 

16 
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SECOND  QUARTER 


ENG  102 

Composition 

3 

0 

0 

3 

BUS  272 

Principles  of  Supervision 

3 

0 

0 

3 

ISC  202 

Quality  Control 

3 

2 

0 

4 

Social  Science  Elective 

3 

0 

0 

3 

12 

2 

0 

13 

THIRD  QUARTER 

PLA  107 

Plastic  Materials 

3 

2 

0 

4 

MAT  101 

Technical  Mathematics 

5 

0 

0 

5 

CHM  101 

General  Chemistry 

4 

2 

0 

5 

ENG  103 

Report  Writing 

3 

0 

0 

3 

15 

4 

0 

17 

FOURTH  QUARTER 

PHY  10 

Technical  Physics 

3 

2 

0 

4 

ENG  204 

Oral  Communications 

3 

0 

0 

3 

MAT  102 

Technical  Mathematics 

5 

0 

0 

5 

DFT  101 

Technical  Drafting 

0 

0 

6 

2 

MEC  101 

Machine  Processes 

0 

0 

6 

2 

11 

2 

12 

16 

FIFTH  QUARTER 

PHY  102 

Technical  Physics 

3 

2 

0 

4 

MEC  235 

Hydraulics  and  Pneumatics 

4 

2 

0 

5 

DFT  102 

Drafting 

0 

0 

6 

2 

MAT  103 

Technical  Mathematics 

5 

0 

0 

5 

12 

4 

6 

16 

SIXTH  QUARTER 

MEC  217 

Engineering  Materials  and  Process  Testing 

4 

2 

0 

5 

ELC  282 

Electric  Circuits  and  Machines 

4 

2 

0 

5 

MEC  210 

Physical  Metallurgy 

3 

2 

0 

4 

MEC  105 

Statics 

5 

0 

0 

5 

16 

6 

0 

19 

SEVENTH  QUARTER 

MEC  222 

Machine  Design 

3 

2 

0 

4 

MAT  113 

Analytic  Geometry  and  Calculus 

5 

0 

0 

5 

MEC  211 

Physical  Metallurgy 

3 

2 

0 

4 

11 

4 

0 

13 
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MECHANICAL  ENGINEERING  TECHNOLOGY 
COURSE  DESCRIPTIONS 


FIRST  QUARTER 


Hours 

Per 

Week 

Quarter 

Hours 

Class 

Lab 

Shop 

Credit 

ENG  101  Grammar  3  0  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  The  ap¬ 
proach  is  functional  with  emphasis  on  grammar,  diction  sentence  structure,  punctuation, 
and  spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English 
grammar  in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 


ISC  102  Industrial  Safety 

Problems  of  accidents  and  fire  in  industry.  Management  and  supervisory  responsibility  for 
fire  and  accident  prevention.  Additional  topics  cover  accident  reports  and  the  supervisor; 
good  housekeeping  and  fire  prevention;  machine  guarding  and  personnel  protective  equip¬ 
ment;  state  industrial  accident  code  and  fire  regulations;  the  first  aid  department  and  the 
line  of  supervisory  responsibility;  job  instructions  and  safety  instructions;  company  rules 
and  enforcement;  use  of  safety  committees;  insurance  carrier  and  the  Insurance  Rating 
Bureau;  and  advertising  and  promoting  a  good  safety  and  fire  prevention  program. 
Prerequisite:  None 

DFT  118  Drafting  and  Blueprint  Interpretation  3  2  0  4 

Basic  drafting  fundamentals  and  blueprint  reading  are  covered.  The  student  will  learn  to 
use,  read,  and  understand  basic  drafting  techniques,  blueprints  and  scale  drawings. 
Prerequisite:  None 

PSY  206  Applied  Psychology  3  0  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance,  in  the  understanding  of 
inter-personal  relations  on  the  job.  Motivation,  feelings  and  emotions  are  considered  with 
particular  reference  to  on-the-job  problems.  Other  topics  investigated:  employee  selection, 
supervision,  job  satisfaction,  and  industrial  conflicts.  Attention  given  to  personal  and  group 
dynamics  so  that  the  student  may  learn  to  apply  the  principles  of  mental  hygiene  to  his  ad¬ 
justment  problems  as  a  worker  and  a  member  of  the  general  community.  Prerequisite: 
None 


ISC  205  First  Aid  2  2  0  3 

This  course  gives  the  basics  of  first-aid  treatment  techniques  to  supervisors  who  will  be 
confronted  with  injuries  likely  to  occur  in  the  work  area.  Also  covered  are  the  temporary 
treatment  of  sudden  illnesses,  attacks  and  seizures  on  the  job.  The  multimedia  method  of 
instruction  developed  by  AT  &  T  is  utilized  for  this  worthwhile  course.  Prerequisite:  None 

SECOND  QUARTER 

ENG  102  Composition  3  0  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  is  on  the  sentence,  paragraph,  and  whole  composition. 
Prerequisite:  ENG  101 

BUS  272  Principles  of  Supervision  3  0  0  3 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his  relationship  to 
superiors,  subordinates,  and  associates.  Emphasis  on  securing  an  effective  work  force  and 
the  role  of  the  supervisor.  Stress  on  methods  of  supervision.  Prerequisite:  None 

ISC  202  Quality  Control  3  2  0  4 

Principles  and  techniques  of  quality  control  and  cost  savings.  Organization  and  procedure 
for  efficient  quality  control.  Functions,  responsibilities,  structure,  costs,  reports,  records, 
personnel  and  vendor-customer  relationships  in  quality  control.  Sampling  inspections, 
process  control  and  tests  for  significance.  Prerequisite:  None 
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THIRD  QUARTER 


PLA  107  Plastic  Materials  3  2  0  4 

Study  of  plastics  materials  and  their  properties:  physical,  electrical,  chemical  and  iden¬ 
tification.  Prerequisite:  None 

MAT  101  Technical  Mathematics  5  0  0  5 

An  introduction  to  algebra  which  begins  with  operations  on  signed  numbers  and  literal  ex¬ 
pressions.  Emphasis  is  given  to  solving  linear  equations  and  manipulation  of  formulas  used 
in  respective  technical  areas.  The  laws  of  exponents  and  radicals  and  scientific  notations 
are  discussed,  and  the  Cartesian  coordinate  system  and  related  graphical  concepts  are  in¬ 
troduced.  A  brief  introduction  to  the  basic  trigonometric  ratios  and  solution  of  the  right 
triangle  follows.  Prerequisite:  None 

CHM  101  General  Chemistry  4  2  0  5 

An  introductory  course  in  basic  inorganic  chemistry  which  assumes  no  background  in 
chemistry.  Topics  include  elements,  compounds,  mixtures,  physical  and  chemical  changes, 
the  metric  system,  atomic  structure,  formulas,  chemical  equations,  solutions,  acids,  bases, 
and  salts.  Prerequisite:  None 

ENG  103  Report  Writing  3  0  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports  using  writing 
techniques  and  graphic  devices  are  completed  by  the  students.  Practical  application  in  the 
preparation  of  a  full-length  report  is  required  of  each  student  at  the  end  of  the  term.  This 
report  must  have  to  do  with  something  in  his  chosen  curriculum.  Prerequisite:  ENG  102 

FOURTH  QUARTER 

PHY  101  Technical  Physics  3  2  0  4 

A  foundation  course  in  general  physics  with  emphasis  on  mechanics.  Topics  include 
velocity,  acceleration,  mass,  weight,  Newton's  Laws  of  motion,  vectors,  work,  energy, 
power,  momentum,  and  torque.  Units  of  measurement  are  emphasized  throughout. 
Relevant  laboratory  experiments  are  included.  Prerequisite:  MAT  101  or  satisfactory  score 
on  math  placement  exam. 

ENG  204  Oral  Communications  3  0  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  is  placed  on  the  speaker's  attitude,  improving  diction, 
voice,  and  the  application  of  particular  techniques  of  theory  to  correct  speaking  habits  and 
to  produce  effective  oral  presentations.  Particular  attention  given  to  conducting  meetings, 
conferences,  and  interviews.  Prerequisite:  None 

MAT  102  Technical  Mathematics  5  0  0  5 

A  continuation  of  MAT  101 .  Advanced  algebraic  and  trigonometric  topics  are  presented  in¬ 
cluding  special  products  and  factoring,  ratio  and  proportion,  algebraic  fractions, 
simultaneous  equations,  quadratic  equations,  angular  measure,  trigonometry  of  quadrantal 
angles,  interpolation,  laws  of  sines  and  cosines,  inverse  trig  functions,  and  logarithms. 
Prerequisite:  MAT  101 

DRT  101  Technical  Drafting  0  0  6  2 

The  field  of  drafting  is  introduced  as  the  student  begins  study  of  drawing  principles  and 
practices  for  print  reading  and  describing  objects  in  the  graphic  language.  Basic  skills  and 
techniques  of  drafting  included  are:  use  of  drafting  equipment,  lettering,  freehand  or¬ 
thographic  and  pictorial  sketching,  geometric  construction,  orthographic  instrument 
drawing  of  principal  views,  and  standard  practices  of  dimensioning.  The  principles  of 
isometric,  oblique,  and  perspective  are  introduced.  Prerequisite:  None 
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MEC  101  Machine  Processes  0  0  6  2 

An  introductory  course  designed  to  acquaint  the  student  with  basic  hand  tools,  safety 
procedures  and  machine  processes  of  our  modern  industry.  It  will  include  a  study  of 
measuring  instruments,  characteristics  of  metals  and  cutting  tools.  The  student  will 
become  familiar  with  the  lathe  family  of  machine  tools  by  performing  selected  operations 
such  as  turning,  facing,  threading,  drilling,  boring,  and  reaming.  Prerequisite:  None 

FIFTH  QUARTER 

PHY  102  Technical  Physics  3  2  0  4 

A  fundamental  course  covering  the  basic  principles  of  electricity,  magnetism,  and  ther¬ 
mometry.  Electron  theory,  production  of  electricity,  voltage,  amperage,  resistance,  wat¬ 
tage,  induction,  heat  and  temperature,  specific  heat,  and  thermal  expansion  are  discussed. 
Laboratory  included.  Prerequisite:  PHY  101 

MEC  235  Hydraulics  and  Penumatics  4  2  0  5 

The  basic  theories  of  hydraulic  and  pneumatic  systems.  Combinations  of  systems  in 
various  circuits.  Basic  designs  and  functions  of  circuits  and  motors,  controls,  elec- 
trohydraulic  servomechanisms,  plumbing,  filtration,  accumulators  and  reservoirs. 
Prerequisite:  None 


DFT  102  Drafting  0  0  6  2 

The  application  of  orthographic  projection  principles  to  the  more  complex  drafting 
problems,  primary  and  secondary  auxiliary  views,  simple  and  successive  revolutions,  and 
sections  and  conventions  will  be  studied.  Most  important  is  the  introduction  of  the  points, 
lines,  planes,  and  a  combination  of  these  elements  shall  be  studied.  Dimensioning  practices 
for  "details"  and  "working  drawings,"  approved  by  the  American  Standard  Association 
will  also  be  included.  Introduction  is  given  to  intersections  and  developments  of  various 
types  of  geometrical  objects.  Prerequisite:  DFT  101 

MAT  103  Technical  Mathematics  5  0  0  5 

A  continuation  of  MAT  102.  Additional  topics  in  algebra  and  trigonometry  are  presented 
such  as  division  of  polynomials,  the  binomial  theorem,  progressions,  inequalities,  selected 
trigonometric  formulas  and  identities.  The  concept  of  the  function  is  developed  and  ex¬ 
panded  to  include  exponential  functions.  Further  attention  is  given  to  curve  sketching  of 
functions.  Prerequisite:  MAT  102 

SIXTH  QUARTER 

MEC  217  Engineering  Materials  and  Process  Testing  4  2  0  5 

An  introductory  study  of  the  common  materials  used  in  engineering,  such  as  woods, 
metals,  concrete,  plastics  and  the  related  physical  testing  to  determine  their  properties  and 
strengths.  Emphasis  is  placed  upon  problem-solving  and  engineering  application. 
Prerequisite:  MAT  102 

ELC  282  Electric  Circuits  and  Machines  4  2  0  5 

This  course  is  a  study  of  electrical  machines  for  industrial  and  mechanical  applications. 
Electrical  symbols,  schematics,  circuits  and  electrical  measuring  instruments  are  taught. 
Prerequisite:  None 

MEC  210  Physical  Metallurgy  3  2  0  4 

Introductory  course  in  metallurgy.  Analysis  of  the  structure  of  metals  and  alloys,  atomic 
structure,  nuclear  structure,  and  nuclear  reactions.  Solid  (crystalline)  structures;  methods 
of  designating  crystal  planes;  liquid  and  vapor  phases;  phase  diagrams;  and  alloy  systems. 
Prerequisite:  PHY  101 
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MEC  105  Statics  5  0  0  5 

A  study  of  systems  of  forces  acting  on  bodies,  machines,  and  structures  at  rest  and  the  ef¬ 
fects  of  forces  on  objects.  Topics  covered  include  analysis  of  force  systems;  equilibrium; 
analysis  of  structure,  frames,  and  machines;  distributed  forces,  friction,  and  moment  of 
inertia.  Prerequisites:  MAT  102,  PHY  102 

SEVENTH  QUARTER 

MEC  222  Machine  Design  3  2  0  4 

A  study  of  the  basic  theories  and  techniques  in  the  analysis  of  relative  motion,  acceleration 
and  velocities  of  machine  parts  such  as  linkages,  cams,  gears,  and  other  mechanisms. 
Prerequisite:  DFT  102 

MAT  113  Analytic  Geometry  and  Calculus  5  0  0  5 

The  fundamental  concepts  of  analytical  geometry  and  an  elementary  introduction  to  dif¬ 
ferential  and  integral  calculus  are  presented.  They  include  the  study  of  the  circle  and  other 
conic  sections,  polar  coordinates,  coordinate  transformations,  limits  and  continuity, 
geometric  and  algebraic  interpretation  of  the  derivative,  selected  formulas  for  dif¬ 
ferentiation,  the  integral  and  basic  integration  techniques.  Prerequisite:  MAT  103 

MEC  211  Physical  Metallurgy  3  2  0  4 

A  study  of  the  physical  properties  of  metal  and  other  materials.  The  course  includes  a  study 
of  the  grain  structure  and  microconstituents  of  metals,  phase  diagrams,  and  heat-treating 
processes.  Prerequisite:  MEC  210 
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NURSE  EDUCATION  OPTIONS  PROGRAM 


Edgecombe  Technical  Institute  offers  a  two-year  course  of  study  which  leads 
to  an  Associate  in  Applied  Science  Degree  in  Nursing.  The  program  is  ad¬ 
ministered  through  a  nursing  consortium  composed  of  Nash,  Edgecombe, 
Wilson,  and  Halifax  Technical  Institutes.  Incorporated  in  the  program  is  a  career- 
ladder  option  whereby  a  student  may  exit  at  the  end  of  the  first  year  and  be 
eligible  to  take  the  State  Board  of  Nursing  examination  to  become  a  Licensed 
Practical  Nurse  (L.P.N.).  The  student  may  elect,  upon  successful  completion  of 
the  first  level,  to  enter  the  second-level  or  year  that  leads  to  the  Registered  Nurse 
Degree.  Any  person  successfully  completing  the  program  is  eligible  to  take  the 
State  Board  of  Nursing  examination  to  be  a  Registered  Nurse  (R.N.).  In  addition, 
credits  from  this  program  can  be  transferred  into  a  four-year  baccalaureate 
program  in  nursing. 

The  program  combines  general  academic  work  and  clinical  nursing  courses. 
With  each  nursing  course,  supervised  practice  in  the  special  areas  covered  is 
given  as  a  laboratory  situation.  Hospitals  in  the  four-county  area  serve  as  the 
major  clinical  facilities  for  the  program.  Supervised  work  will  also  be  conducted 
in  related  areas  such  as  health  departments,  nursing  homes,  and  child-care  cen¬ 
ters. 

Dependent  upon  the  career  option  taken  by  the  student,  the  program  will  last 
for  one  or  two  years.  Normally,  the  program  will  begin  in  September,  continue 
through  the  following  summer,  and  end  in  the  summer  quarter  of  the  second 
year.  Students  electing  to  complete  only  the  first  level  will  normally  exit  at  the 
end  of  the  fourth  quarter  of  the  curriculum.  Because  many  of  the  courses  are 
taught  in  sequence,  it  is  inadvisable  for  students  to  plan  to  omit  any  quarter  and 
re-enter  the  program.  This  program  is  open  to  both  men  and  women  who  have 
completed  high  school  or  the  equivalent. 
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NURSE  EDUCATION  OPTIONS  PROGRAM 

SUGGESTED  SEQUENCE  OF  COURSES  BY  QUARTERS 


Hours 

Per  Week 

Quarter 

FIRST  QUARTER 

Hours 

Class 

Lab 

Credit 

NUR 

101 

Fundamentals  of  Nursing 

6 

3 

3 

8 

BIO 

109 

Basic  Life  Sciences 

4 

2 

0 

5 

PSY 

102 

General  Psychology 

3 

0 

0 

3 

NUR 

110 

Nutrition 

3 

0 

0 

3 

ENG 

101 

Grammar 

3 

0 

0 

3 

19 

18 

21 

24 

SECOND  QUARTER 

NUR 

111 

Pharmacology 

3 

0 

0 

3 

PSY 

201 

Psychology  of  Childhood 

3 

0 

0 

3 

NUR 

102 

A  or  B  Maternal  and  Child  Health  Nursing  or 

NUR 

103 

A  or  B  Medical  Surgical  Nursing  1 

8 

0 

15 

13 

14 

0 

15 

19 

THIRD 

QUARTER 

soc 

102 

Introduction  to  Sociology 

3 

0 

0 

3 

NUR 

103 

or  104  A  or  B  Medical  Surgical  Nursing  II  or 

NUR 

102 

A  or  B  Maternal  and  Child  Health  Nursing 

8 

0 

15 

13 

11 

0 

15 

16 

FOURTH  QUARTER 

NUR 

112 

Vocational  Adjustments  1 

2 

0 

0 

2 

NUR 

104 

A  or  B  Medical  Surgical  Nursing  II  or 

NUR 

102 

A  or  B  Maternal  and  Child  Health  Nursing 

8 

0 

15 

13 

BIO 

110 

Fundamentals  of  Microbiology 

2 

4 

0 

4 

12 

4 

15 

19 

FIFTH  QUARTER 

NUR 

202 

A  or  B  Maternal  and  Child  Health  Nursing  or 

NUR 

205 

A  or  B  Medical  Surgical  Nursing  III 

6 

0 

15 

11 

BIO 

124 

Human  Anatomy  and  Physiology  1 

4 

2 

0 

5 

ENG 

102 

Composition 

3 

0 

0 

3 

13 

2 

15 

19 

SIXTH 

QUARTER 

NUR 

202 

A  or  B  Maternal  and  Child  Health  Nursing  or 

NUR 

205 

A  or  B  Medical  Surgical  Nursing  III 

6 

0 

15 

11 

BIO 

125 

Human  Anatomy  and  Physiology  II 

4 

2 

0 

5 

PSY 

226 

Abnormal  Psychology 

3 

0 

0 

3 

13 

2 

15 

19 
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SEVENTH  OR  EIGHTH  QUARTER 


NUR 

206 

Medical  Surgical  Nursing  IV 

6 

0 

15 

11 

ENG 

204 

Oral  Communication  or 

3 

0 

0 

3 

ENG 

206 

Business  Communication 

9 

0 

15 

14 

SEVENTH  OR  EIGHTH  QUARTER 

NUR 

208 

Psychiatric  Nursing  (5y2  weeks) 

8 

0 

15 

7 

NUR 

212 

Vocational  Adjustments  II  (5 14  weeks) 

6 

0 

15 

5 

7 

0 

15 

6 

NURSE  EDUCATION  OPTIONS  PROGRAM 
COURSE  DESCRIPTIONS 


FIRST  QUARTER 


Hours  Per  Week  Quarter 

Hours 

Class  Lab  Credit 


NUR  101  Fundamentals  of  Nursing  6  3  3  8 

Designed  as  the  foundation  of  all  subsequent  courses  in  nursing.  Orients  the  student  to 
nursing,  to  the  concept  of  wellness,  and  to  the  patient  and  his  environment.  Focuses  upon 
principles  and  techniques  required  by  the  nurse  in  meeting  the  health  needs  of  patients. 
Presents  principles  of  body  mechanics,  medical  and  surgical  asepsis,  and  other  fun¬ 
damental  nursing  functions.  Nursing  care  planning,  recording,  observing,  and  com¬ 
municating  skills  are  introduced.  Although  the  emphasis  is  on  basic  nursing  care,  the 
student  is  taught  to  approach  the  patient  as  a  person  with  psychological,  social,  physical, 
and  rehabilitation  needs.  Safe  nursing  procedures  are  emphasized  throughout.  The  lear¬ 
ning  center,  nursing  laboratory,  and  local  hospital  are  used  for  directed  clinical  practices. 
Prerequisite:  None 


BIO  109  Basic  Life  Sciences  4  2  0  5 

A  study  of  the  normal  structure  and  related  functioning  of  the  human  body,  with  man  iden¬ 
tified  as  a  living  organism  composed  of  living  cells,  tissues,  organs,  and  systems.  The  nor¬ 
mal  body  is  studied  as  a  basis  for  understanding  variations  from  the  normal  and  man's  need 
to  maintain  homeostasis.  Included  are  the  skeletal,  muscular,  digestive,  circulatory, 
respiratory,  urinary,  reproductive,  endocrine,  integumentary  and  nervous  systems,  and  the 
special  sense  organs.  Elementary  principles  and  concepts  of  chemistry,  microbiology,  and 
physics  are  presented  with  the  emphasis  on  the  application  of  these  principles  to  the 
relationships  between  structures  and  functions  of  the  normal  human  body.  Encompasses 
bacterial  anatomy,  physiology,  and  immunology  in  laboratory  portions,  with  relevant  ex¬ 
periments  to  augment  the  student's  learning  of  body  structures  and  functions.  Prerequisite: 
None 


PSY  102  General  Psychology  3  0  0  3 

A  study  of  the  various  fields  of  psychology;  the  developmental  process;  motivation; 
emotion;  frustration  and  adjustment;  mental  health;  attention  and  perception;  problems  of 
group  living.  Attention  is  given  to  applications  of  these  topics  to  problems  of  study,  self¬ 
understanding  and  adjustment  to  the  demands  of  society.  Prerequisite:  None 

NUR  110  Nutrition  3  0  0  3 

Presents  practical  study  of  nutrients,  how  they  are  used  by  the  body,  sources  and  types  of 
food  necessary  for  the  balanced  diet  in  developmental  and  ethnic  variations.  Physiological 
processes  of  digestion,  absorption,  and  metabolism  are  discussed.  An  introduction,  to  the 
most  commonly  used  hospital  diets  is  included.  Prerequisite:  None 
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ENG  101  Grammar  3  0  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  through  writing.  Em¬ 
phasis  is  on  grammar,  diction,  sentence  structure,  punctuation,  and  spelling.  It  is  intended 
to  stimulate  students  in  applying  the  basic  principles  of  English  grammar  in  their  day-to-day 
situations  in  industry  and  social  life.  Prerequisite:  None 

SECOND  QUARTER 

NUR  1 1 1  Pharmacology  3  0  0  3 

Presents  the  student  with  facts  concerning  sources,  effects,  legalities,  and  usage  of 
therapeutic  agents.  Conversion  between  systems,  prescriptions  of  medications,  drug 
classifications  and  nursing  implications  are  covered.  Emphasis  is  placed  on  the  nurse's 
responsibilities  in  relation  to  drug  administration.  Prepares  the  student  for  the  process  of 
administering  and  computing  dosages  of  drugs.  Practice  opportunities  are  provided  in 
classroom  and  clinical  learning  experiences.  Prerequisite:  Basic  Math 

PSY  201  Psychology  of  Childhood  3  0  0  3 

A  study  of  the  basic  principles  or  physiological  and  psychological  growth  states  of  the  child 
from  conception  through  adolescence.  Emphasis  is  on  personality  development  presenting 
Erickson's  and  Freud's  personality  theories,  nature  vs.  nurture  theories,  and  influences  of 
family  size  and  structure.  Prerequisite:  PSY  102 

NUR  102  A  or  B  maternal  and  Child  Health  Nursing  8  0  15  13 

Presents  the  physiology  and  nursing  care  of  the  woman  during  normal  antepartum,  labor, 
delivery  and  postpartum,  with  a  survey  of  possible  complications;  and  the  needs  of  the  nor¬ 
mal  newborn.  Introduces  the  student  to  the  etiology,  '..oatment,  and  nursing  care  of  com¬ 
mon  disorders  and  illnesses  that  affect  the  infant,  child,  and  adolescent.  Objective-centered 
clinical  practice  sessions  will  be  planned,  using  the  pediatric  and  obstetrical  units  of  local 
hospitals  and  selected  patients.  Development  of  patient  care  plans  is  emphasized.  Ob¬ 
servations  of  labor  and  delivery  are  provided  and  experiences  in  selected  clinics  are  planned 
to  stress  the  scope  of  maternal  and  child  health  care.  Prerequisite:  NUR  101 

NUR  103  A  or  B  Medical  Surgical  Nursing  I  8  0  15  13 

Provides  beginning  knowledge  of  the  nursing  care  of  patients  with  common  problems 
caused  by  illness.  Symptoms  of  illness,  classification  of  diseases,  pre  and  post-operative 
care,  long-term  illness  and  rehabilitation  are  included.  Nursing  needs  of  the  patient  with 
disorders  and/ordiseasesof  the  cardiovascular  and  respiratory  systems  are  stressed.  Pre¬ 
operative  and  post-operative  care  of  the  surgical  patient  is  also  stressed.  Principles  relating 
to  care  of  the  patient  with  long-term  illness,  in  geriatric  situations,  during  rehabilitation  nur¬ 
sing,  as  well  as  the  patient  with  cancer  and  the  dying  patient  are  studied.  Objective- 
centered  clinical  learning  experiences  are  planned  on  selected  patients  in  the  medical- 
surgical  units  of  the  hospital.  Additional  learning  experiences  are  planned  in  the  emergency 
room,  recovery  room,  nursing  homes,  intermediate  and  extended  care  facilities,  and  other 
agencies  to  meetstated  objectives.  Prerequisite:  NUR  101,  PSY  102,  NUR  111,  NUR  110 

NUR  104  A  or  B  Medical  Surgical  Nursing  II  8  0  15  13 

(See  previous  course  description  in  the  third  quarter) 

THIRD  QUARTER 

SOC  102  Introduction  to  Sociology  3  0  0  3 

A  study  of  basic  sociological  principles  and  of  the  basic  process  of  group  behavior.  Includes 
the  study  of  social  interaction,  family  and  group  life,  social  institutions,  status  and  role 
culture,  population,  structure  and  change,  and  community  structure,  both  urban  and  rural. 
Prerequisite:  None 

NUR  103  Medical  Surgical  Nursing  I  8  0  15  13 

(See  previous  description  of  course  in  the  second  quarter) 
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NUR  104  A  or  B  Medical  Surgical  Nursing  II  8  0  15  13 

The  study  of  illness  in  body  systems  includes  etiology,  diagnosis,  treatment  and  nursing 
care.  Communicable  diseases  of  the  adult  as  well  as  disaster  and  emergency  nursing  are  in¬ 
cluded.  Patient  teaching  and  rehabilitation  are  stressed  as  intrinsic  aspects  of  the  nursing 
process.  Objective-centered  clinical  learning  sessions  are  planned  in  medical-surgical  units 
of  local  hospitals,  with  additional  learning  experiences  planned  in  the  emergency  room, 
operating  room,  recovery  room,  and  intermedicate  and  extended  care  facilities.  Func¬ 
tioning  as  a  member  of  the  nursing  team  and  the  utilization  of  all  health  team  members  to 
promote  and  achieve  total  patient  care  are  important  aspects  of  this  experience. 
Prerequisite:  NUR  103 

NUR  102  A  or  B  Maternal  and  Child  Health  Nursing  8  0  15  3 

(See  previous  description  of  course  in  the  second  quarter) 

FOURTH  QUARTER 

NUR  112  Seminar-vocation  Adjustments  2  0  0  2 

Comprehensive  presentation  of  the  nurse's  legal  and  ethical  responsibilities,  standards  of 
nursing,  nursing  organizations,  and  job  opportunities  are  stressed.  The  Nurse  Practice  Act 
in  its  relation  to  legal  practices  and  licenses  is  examined.  The  responsibilities  and  roles  of 
the  practical  and  the  associate  degree  nurse,  together  with  the  history  of  nursing,  are 
emphasized.  Continued  education  to  improve  competencies  in  nursing  is  also  emphasized. 
Prerequisite:  NUR  103 
Corequisite:  NUR  104 

NUR  104  A  or  B  Medical  Surgical  Nursing  II  8  0  15  13 

(See  previous  course  description  in  the  third  quarter) 

NUR  102  A  or  B  Maternal  and  Child  Health  Nursing  8  0  15  13 

(See  previous  course  description  in  the  second  quarter) 

BIO  110  Fundamentals  of  Microbiology  2  4  0  4 

A  study  of  microscopic  units  of  the  human  body  as  well  as  microorganisms.  Emphasis  is 
placed  on  the  etiology  of  pathogens,  with  special  considerations  given  to  pathogenicity, 
virulence,  resistance  control,  and  immunity.  Prerequisite:  BIO  109 

FIFTH  QUARTER 

NUR  202  A  or  B  Maternal  and  Child  Health  Nursing  15  11 

A  study  of  nursing  intervention  auring  the  maternal  cycle,  including  intensive  care  of 
premature  infants.  Emphasis  is  placed  on  family-centered  care  and  health  teaching,  and 
recognizing  deviations  from  the  normal.  Planning  nursing  care  for  group  or  individuals  by 
utilizing  cognitive,  judgmental,  and  manipulative  skills, and  from  knowledge  acquired 
through  related  courses  are  stressed  in  implementing  the  nursing  process.  Nutrition,  phar¬ 
macology,  history,  and  legal  aspects  of  nursing  course  content  are  integrated  into  clinical 
esperiences  for  safe,  effective  nursing  care  which  includes  psychological,  social  and 
emotional  aspects  of  obstetrical  and  pediatric  nursing  practice.  Objective-centered  learning 
experiences  are  planned  in  clinical  and  community  facilities.  Prerequisite:  NUR  102 

NUR  205  A  or  B  Medical  Surgical  Nursing  III  6  0  15  11 

A  comprehensive  study  of  biological,  social,  emotional,  and  rehabilitation  components  of 
frequently  occuring  illnesses.  The  management  of  patient  care  and  leadership  roles  as  func¬ 
tions  of  the  associate  degree  nursing  during  major  health  problems  are  emphasized.  Op¬ 
portunity  is  provided  for  using  previously  acquired  knowledge  in  planning  and  im¬ 
plementing  nursing  care  for  individuals  or  groups.  Nutrition,  pharmacology,  history,  and 
legal  aspects  of  nursing  care  are  integrated  in  course  content  and  clinical  experiences.  Plan¬ 
ned  clinical  learning  experiences  are  selected  on  the  basis  of  the  student's  needs  in  order  to 
meet  stated  objectives.  Prerequisite:  NUR  104 
Corequisite:  BIO  124 
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BIO  124  Human  Anatomy  and  Physiology  I  4  2  0  5 

A  study  of  basic  bodily  functions,  including  chemistry  and  physics  of  the  human  organism. 
Emphasis  is  placed  on  interdependence  of  the  various  systems  to  total  body  functioning 
and  homeostasis.  Prerequisite:  BIO  109 


ENG  102  Composition  3  0  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  on  the  sentence,  the  paragraph,  and  the  whole  com¬ 
position.  Prerequisite:  ENG  101 

SIXTH  QUARTER 


NUR  202  A  or  B  Maternal  and  Child  Health  Nursing  6 

(See  previous  description  of  course  in  the  fifth  quarter) 

NUR  205  A  or  B  Medical  Surgical  Nursing  III  6 

(See  previous  description  of  course  in  the  fifth  quarter) 


0  15  11 

0  15  11 


BIO  125  Human  Anatomy  and  Physiology  II  4  2  0  5 

The  study  of  structure  and  functions  of  the  human  body  is  continued.  The 
pathophsiological  dynamics  concerned  with  the  processes  that  bring  about  disruptions  of 
normal  physiology  and  the  various  ways  in  which  disruptions  manifest  themselves  as  symp¬ 
toms,  signs,  and  physical  and  laboratory  findings  are  emphasized.  Prerequisite:  BIO  110, 
Bio  124 


PSY  226  Abnormal  Psychology  3  0  0  3 

An  introduction  to  behavior  pathology  —  descriptions,  dynamics,  and  modifications  of  ab¬ 
normal  behaviors,  including  neuroses,  psychoses,  and  character  disorders.  Psychosomatic 
reactions  are  included  as  well  as  the  behavior  modification  approaches  to  each  disorder. 
Mental  health  maintenance  is  stressed.  Prerequisite:  PSY  102,  PSY  201 

SEVENTH  OR  EIGHTH  QUARTER 

NUR  206  Medical  Surgical  Nursing  IV  6  0  15  11 

The  study  of  bodily  aberrations  begun  in  Medical  Surgical  Nursing  III  is  continued  with  em¬ 
phasis  upon  the  rehabilitative  and  adaptive  processes.  Selected  learning  experiences  are 
planned  to  assist  the  student  in  the  development  of  the  ability  to  formulate  and  utilize 
previously  and  concurrently  acquired  skills  so  that  comprehensive  planning  and  competent 
application  of  cognitive,  affective  and  manipulative  skills  are  employed  in  the  care  of  the 
patients  in  all  age  groups  and  a  variety  of  situations.  The  student  is  given  the  opportunity  to 
plan,  direct,  and  evaluate  total  patient  care  for  individuals  and  groups.  Prerequisite:  NUR 
205 

ENG  204  Oral  Communication  3  0  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  on  the  speaker's  attitude  and  the  improvement  of  dic¬ 
tion  and  voice.  Practice  in  the  application  of  particular  techniques  of  theory  to  correct 
speaking  habits.  Particular  attention  given  to  conducting  meetings,  conferences,  and  in¬ 
terviews.  Prerequisite:  None 


ENG  206  Business  Communication  3  0  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Emphasis  on  writing  ac¬ 
tion-getting  sales  letters  and  prospectuses.  Business  reports,  summaries  of  business  con¬ 
ferences,  letters  involving  credit,  collections,  adjustments,  complaints,  orders, 
acknowledgements,  remittances,  and  inquiry.  Prerequisite:  ENG  102 


70 


SEVENTH  OR  EIGHTH  QUARTER 


NUR  208  Psychiatric  Nursing  (5Vi  weeks)  8  0  15  7 

A  study  of  the  nurse's  role  in  functioning  therapeutically  and  in  individual  interpersonal 
relationships  with  the  mentally  ill  patients  who  require  hospitalization  at  some  point  during 
illness.  Emphasis  is  placed  on  cognizance  and  utilizations  of  self  as  a  therapeutic  agent, 
identification  of  personality,  and  behavior  deviations.  Objective-centered  clinical  ex¬ 
periences  are  planned  in  acute  care  facilities,  local  mental  health  clinics,  alcoholic 
rehabilitation  centers,  and  other  related  agencies.  Concepts  acquired  in  all  other  courses 
will  be  emphasized  in  class  and  clinical  situations  to  enhance  synthesis  and  integration  of 
the  psychiatric  components  in  nursing  education.  Prerequisite:  NUR  205,  PSY  102,  PSY 
201,  SOC  102,  PSY  226 

NUR  212  Seminar  (5 'A  weeks)  6  0  15  5 

This  course  introduces  current  trends  and  transitional  concerns  in  nursing.  Continuing 
education  after  graduation  is  emphasized.  Prerequisite:  NUR  206  and  all  other  courses  in 
Nursing  Education  Options  Curriculum,  or  their  equivalent. 


PARALEGAL 

EDGECOMBE  TECHNICAL  INSTITUTE 
Tarboro,  North  Carolina 


Purpose  of  Curriculum 

The  legal  profession  is  a  very  involved  one  requiring  specialists  and  general 
practitioners.  A  legal  specialist  may  be  a  lawyer  specializing  in  one  facet  of  law  or 
a  paralegal  assisting  a  lawyer  or  group  of  lawyers. 

The  curriculum  is  designed  to  train  individuals  to  work  by  the  side  of  a  lawyer, 
to  relieve  the  lawyer  of  routine  matters,  and  to  assist  him  in  the  conduct  of  more 
complicated  and  difficult  tasks. 

The  paralegal,  while  having  basic  secretarial  skills,  is  more  than  a  secretary 
and  is  capable  of  doing  independent  legal  work  under  the  general  supervision  of 
a  lawyer. 

The  ''legal''  portion  of  the  paralegal  curriculum  will  consist  of  courses 
designed  to  permit  the  paralegal  to  provide  support  to  practicing  lawyers  in  the 
law  office  setting.  Study  of  ''law''  in  these  courses  will  be  limited  to  specific 
background  knowledge  requisite  to  prepare  the  paralegal  for  essentially  ad¬ 
ministrative  and  ministerial  processing  of  cases  and  activities  in  the  law  office. 
Emphasis  will  be  placed  on  the  techniques  and  requirements  for  processing 
documents  and  data. 

Job  Description 

The  graduate  of  the  paralegal  Curriculum  will  be  able  to  directly  assist  the 
lawyer  in  most  facets  of  law,  but  must  always  work  under  the  supervision  of  the 
lawyer.  In  no  case  will  the  paralegal  give  legal  advice,  enter  into  courtroom 
procedure,  or  be  involved  in  litigation  except  as  an  assistant  to  the  lawyer.  The 
paralegal  will  be  able  to  assist  and  supervise  legal  secretaries  not  only  as  to 
general  pleading  and  practice  and  legal  business  forms  and  procedures,  but  also 
in  general  office  management  and  routine. 
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PARALEGAL 

(Tentative) 


Course  Title 


Hours 

Per 

Week 

Quarter 

FIRST  QUARTER 

Hours 

Class 

Shop 

Lab 

Credit 

ENG 

101 A 

Grammar 

3 

0 

0 

3 

PSY 

206 

Applied  Psychology 

3 

0 

0 

3 

MAT 

110 

Business  Mathematics 

5 

0 

0 

5 

BUS 

102 

Typing  (or  Elective) 

5 

0 

0 

5 

LEX 

101 

Introduction  to  Paralegalism 

5 

0 

0 

5 

21 

0 

3 

21 

SECOND  QUARTER 

BUS 

120 

Accounting  1 

5 

0 

2 

6 

LEX 

115 

Commercial  Law  1 

5 

0 

0 

5 

ENG 

101 B 

Grammar 

3 

0 

0 

3 

LEX 

103 

Techniques  of  Investigation  1 

3 

0 

3 

4 

16 

0 

5 

18 

THIRD 

QUARTER 

ENG 

102 

Composition 

3 

0 

0 

3 

LEX 

104 

Techniques  of  Investigation  II 

3 

0 

3 

4 

LEX 

116 

Commercial  law  II 

5 

0 

0 

5 

LEX 

132 

Law  Library  Research  and  Management 

6 

0 

3 

7 

17 

0 

6 

19 

FOURTH  QUARTER 

LEX  201  N.C.  Legal  Systems  1 

3 

0 

0 

3 

ENG 

206 

Business  Communication  (Letters) 

3 

0 

0 

3 

BUS 

229 

Tax  Accounting  1 

3 

0 

4 

5 

LEX 

223 

Investigation  of  Criminal  Cases 

2 

0 

3 

3 

LEX 

204 

Law  Office  Management  1 

2 

0 

3 

3 

13 

0 

10 

17 

FIFTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

0 

3 

LEX 

202 

N.C.  Legal  Systems  II 

3 

0 

0 

3 

LEX 

215 

The  Paraprofessional  in  the 

Legal  Profession 

3 

0 

3 

4 

LEX 

222 

Tax  Accounting  II 

2 

0 

3 

3 

LEX 

208 

Probate  Management  1 

3 

0 

0 

3 

14 

0 

6 

16 
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SIXTH  QUARTER 


LEX 

213 

Mechanics  of  Real  Property  T ransactions 
and  Title  Abstracting  i 

3 

0 

0 

3 

LEX 

224 

Investigation  of  Civil  Claims 

5 

0 

3 

6 

LEX 

209 

Probate  Management  1 

3 

0 

0 

3 

LEX 

205 

Law  Office  Management  II 

2 

0 

3 

3 

LEX 

225 

Investigation  of  Real  Property 
Condemnation  Cases 

1 

0 

3 

2 

14 

0 

9 

17 

SEVENTH  QUARTER 

LEX 

226 

Investigation  of  Industrial  Claims 

2 

0 

3 

3 

LEX 

206 

Law  Office  Management  III 

2 

0 

3 

3 

LEX 

210 

Probate  Management  III 

3 

0 

0 

3 

LEX 

214 

Mechanics  of  Real  Property  T ransactions 
and  Title  Abstracting  II 

6 

0 

0 

6 

13 

0 

6 

15 

ELECTIVES: 

CAT 

116 

Photography 

2 

0 

3 

3 

CIV 

101 

Surveying 

1 

0 

3 

2 

LEX 

233 

Anatomy  and  Medical  Terminology 

5 

0 

0 

5 

LEX 

235 

Law  and  the  Family 

3 

0 

0 

3 

PARALEGAL 

Hours  Per  Week  Quarter 

First  Quarter  Hours 

Class  Lab  Credit 

ENG  101  A-  Grammar  3  0  3 

A  course  to  include  the  study  of  grammar  —  nouns,  pronouns,  verbs,  and  sentence  struc¬ 
ture;  the  study  of  dictionay  use;  and  the  study  of  vocabulary;  all  of  these  to  promote  more 
accurate  and  precise  communication  in  daily  activities.  Prerequisite:  None. 

PSY  206  -  Applied  Psychology  3  0  3 

A  study  of  the  principles  of  psychology  that  will  be  of  assistance  in  the  understanding  of  in¬ 
ter-personal  relations  on  the  job.  Motivation,  feelings,  and  emotions  are  considered  with 
particular  reference  to  on-the-job  problems.  Other  topics  investigated  are:  employee  selec¬ 
tion,  supervision,  job  satisfaction,  and  industrial  conflicts.  Attention  is  also  given  to  per¬ 
sonal  and  group  dynamics  so  that  the  student  may  learn  to  apply  the  principles  of  mental 
hygiene  to  his  adjustment  problems  as  a  worker  and  a  member  of  the  general  community. 
Prerequisite:  None. 

MAT  1 10  -  Business  Mathematics  5  0  5 

This  course  stresses  the  fundemental  operations  and  their  application  to  business 
problems.  Topics  covered  include  payrolls,  price  making,  interest  and  discount,  com¬ 
mission,  taxes,  and  pertinent  uses  of  mathematics  in  the  field  of  business.  Prerequisite: 
None. 

BUS  102  -  Typing  (or  Elective)  5  0  5 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  techniques, 
mastery  of  the  keyboard,  simple  business  correspondence,  tabulation,  and  manuscripts. 
Prerequisite:  None. 
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LEX  1 01  -  Introduction  to  Paralegalism  5  0  5 

What  is  a  paralegal?  What  does  he  do  ?  What  are  his  skills?  How  does  he  fit  within  the 
present  structure  of  the  legal  profession,  if  at  all?  What  is  the  difference  between  a 
paralegal  and  a  lawyer?  What  is  the  practice  of  law?  How  has  the  paralegal  been  trained? 
What  career  possibilities  exist  for  him?  What  is  the  future  of  our  society's  present  methods 
of  delivering  legal  services  to  the  public?  It  is  the  purpose  of  this  course  to  address  these 
issues  and  the  myriad  of  sub-issues  that  they  entail. 

Second  Quarter 

BUS  120 -Accounting  I  5  2  6 

Principles,  techniques  and  tools  of  accounting,  for  understanding  of  the  mechanics  of  ac¬ 
counting,  collecting,  summarizing,  analyzing,  and  reporting  information  about  service  and 
mercantile  enterprises,  to  include  practical  application  of  the  principles  learned. 
Prerequisite:  MAT  110 


LEX  1 1 5  -  Commercial  Law  I  5  0  5 

A  course  designed  to  acquaint  the  student  with  certain  fundamentals  and  principles  of  the 
Uniform  commercial  Code,  including  contracts,  negotiable  instruments,  agencies  and  con¬ 
sumer  finance.  Prerequisite:  None. 

ENG  101B-Grammar  3  0  3 

A  continuing  explanation  of  the  grammar  of  English  which  gives  special  attention  to  ad¬ 
jectives,  adverbs,  conjunctions,  prepositions,  capitalization,  abbreviations,  and  figures.  At¬ 
tention  to  vocabulary  building  and  spelling  also  will  be  included.  Prerequisite:  ENG  101  A. 

LEX  103  -  Techniques  of  Investigation  I  3  3  4 

Investigatory  techniques  for  the  law  office.  This  course  provides  a  general  background  for 
several  specialized  courses.  The  course  includes  interviewing  witnesses,  obtaining  medical 
and  other  official  records,  photography,  sketching  and  diagraming  damage  evaluation. 
Damage  evaluation  includes  property  damage,  personal  injury,  loss  of  income,  and  real 
property  evaluation.  The  student  will  be  taught  the  relationship  between  investigation  and 
office  practice  and  trial,  including  preparation  of  the  file  for  trial.  Prerequisite:  None. 


Third  Quarter 

ENG  102  -  Composition  3  0  3 

This  course  in  composition  stresses  factual  writing.  Students  learn  to  state  the  purpose  of 
their  papers  and  then  explain,  tell  what  happened,  persuade,  and  summarize  on  subjects 
related  to  their  major  field  of  interest.  In  addition,  practice  is  provided  in  writing  letters  of 
application  for  employment.  Prerequisite:  None. 

LEX  104 -Techniques  of  Investigation  II  3  3  4 

A  continuation  of  LEX  103.  Prerequisite:  LEX  103 

LEX  1 16  -  Commercial  Law  II  5  0  5 

The  study  of  collection  procedures  in  relation  to  the  docketing  and  execution  of  judgments, 
procedures  for  homesteads  and  personal  property  exemptions,  receiverships  and 
preparation  and  filing  of  lien  documents  and  bankruptcy  as  it  relates  to  securing  data  and 
completing  forms  including  wage  earner  plans  and  the  process  and  accounting  for 
bankruptcy  proceedings.  Prerequisite:  LEX  115 

LEX  132  -  Law  Library  Research  and  Management  6  3  7 

This  course  will  include  a  study  of  legal  research  techniques  and  tools.  The  student  will 
study  the  methods  of  research  both  for  his  own  use  and  from  the  standpoint  of 
management  of  the  law  office  library.  Prerequisite:  None. 
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Fourth  Quarter 


LEX  210  -N.C.  Legal  Systems  I  3  0  3 

Study  and  review  of  the  N.C.  Legal  System  from  the  magistrate  court  to  the  State 
Supreme  Court  with  special  attention  to  the  functioning  of  the  court  system  and  a  detailed 
study  of  the  function  of  the  office  of  the  Clerk  of  the  Superior  Court.  This  will  include  the 
study  of  the  N.C.  Constitution,  plus  the  statutes  affecting  the  various  courts.  Included  in 
this  study  will  be  a  review  of  the  federal  judiciary  within  the  state.  Prerequisite:  None. 

ENG  206  ■  Business  Communication  (Letters)  3  0  3 

Practice  is  given  in  the  techniques  required  in  writing  successful  business  communications. 
Prerequisite:  ENG  102. 

BUS  229  -  Tax  Accounting  II  3  4  5 

An  introduction  to  federal  and  state  taxes  on  income;  income  tax  withholding,  declaration 
of  estimate  tax,  preparation  of  income  tax  returns  for  individuals,  corporations  and  part¬ 
nerships.  Prerequisite:  BUS  120 

LEX  223  -  Investigation  of  Criminal  Cases  2  3  3 

This  course  is  designed  to  give  the  legal  setting  of  criminal  cases  and  the  application  of 
general  investigative  techniques  to  criminal  cases.  Prerequisite:  LEX  103  and  104 

LEX  204  -  Law  Office  Management  I  2  3  3 

This  course  includes  the  study  of  organization  of  the  law  office,  office  forms  and  legal  for¬ 
ms,  filing  equipment  and  systems,  law  office  equipment,  accounting  systems,  accounting 
for  lawyer's  time,  fees,  and  billing,  client  relations,  office  operating  procedures,  lawyer's 
professional  liability  insurance,  and  other  insurance  programs  for  lawyers.  Prerequisite: 
None. 

Fifth  Quarter 

ENG  204  -  Oral  Communication  3  0  3 

A  better  understanding  of  the  communication  process  is  emphasized  in  this  course  for 
second  year  students.  Outside  reading  is  required  and  a  variety  of  in-class  speaking 
situations  is  provided.  The  listening  part  of  communication  and  non-verbal  aspects  of  com¬ 
munication  are  carefully  examined.  Prerequisite:  None. 

LEX  202  -  N.C.  Legal  Systems  il  3  0  3 

Continuation  of  LEX  201  Prerequisite:  LEX  210 

LEX  215  -  The  Paraprofessional  in  the  Legal  Profession  3  3  4 

This  course  is  designed  to  teach  the  ethical  and  professional  duties  and  responsibilities  of 
the  paralegal.  Limitations  in  the  various  paralegal  assignments  will  be  emphasized. 
Prerequisite:  None. 

LEX  222  -  Tax  Accounting  i!  2  3  3 

A  continuation  of  Tax  Accounting  I.  Includes  gift,  estate  and  inheritance  tax  returns.  (See 
also  Probate  Management.)  Prerequisite:  BUS  229. 

LEX  208  -  Probate  Management  I  3  0  3 

This  course  teaches  interview  techniques  and  gathering  of  data  for  preparation  of  wills  and 
estate  plans.  Preparation  of  inventories,  accounts,  tax  returns  and  other  documents  for  ad¬ 
ministration  of  estates.  Study  of  procedures  for  administration.  Prerequisite:  None. 

Sixth  Quarter 

LEX  213  -  Mechanics  of  Real  Property  Transactions  and  Title  Abstracting  I 

The  mechanics  of  conveyances  and  encumbrances  of  real  property,  including  preparation 
of  simple  instruments,  title  insurance  and  preparation  for  closing.  Includes  instruction  in 
examination  of  real  property  records  and  preparation  of  title  abstracts  for  the  the  attorney. 
Prerequisite:  None. 
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LEX  224  -  Investigation  of  Civil  Claims  5  3  6 

Legal  setting  of  civil  claims  and  the  application  of  general  investigative  techniques  to  civil 
claims.  Prerequisite:  LEX  103  and  104 

LEX  209  -  Probate  Management  II  3  0  3 

A  continuation  of  LEX  208  -  Probate  Management  I.  Prerequisite:  LEX  208 

LEX  205  -  Law  Office  Management  II 

A  continuation  of  LEX  204  -  Law  Office  Management  I  Prerequisite:  LEX  204 

LEX  225  •  Investigation  of  Real  Property  Condemnation  Cases  1  3  2 

The  legal  setting  of  real  property  condemnation  and  the  application  of  general  investigative 
techniques  to  condemnation  cases.  Prerequisite:  LEX  103  and  104. 

Seventh  Quarter 

LEX  226  -  Investigation  of  Industrial  Claims  2  3  3 

The  legal  setting  of  industrial  claims  including  workmen's  compensation  and  other  ap¬ 
plicable  law  and  application  of  general  investigative  techniques  to  industrial  claims. 
Prerequisite:  LEX  103  and  104. 

LEX  206  -  Law  Office  Management  III  2  3  3 

A  continuation  of  LEX  204  and  205  -  Law  Office  Management  I  &  II.  Prerequisite:  LEX  204 
and  205. 

LEX  210  -  Probate  Management  III  3  0  3 

A  continuation  of  LEX  208  and  209  -  Probate  Management  I  Et  II.  Prerequisite:  LEX  208  and 
209. 

LEX  2 1 4  -  Mechanics  of  Real  Property  T ransactions 

and  Title  Abstracting  II  6  0  6 

A  continuation  of  LEX  213  -  Mechanics  of  Real  Property  Transactions  and  Title  Abstracting 
I.  Prerequisite:  LEX  213. 

Electives: 

CAT  1 16  -  Photography 

An  introduction  to  the  field  of  photography,  photographic  equipment  and  materials;  a 
study  of  the  fundamental  techniques  of  the  camera  and  its  expressive  possibilities  to  legal 
use.  Prerequisite:  None. 

LEX  233  -  Anatomy  and  Medical  Terminology  5  0  5 

This  course  is  designed  to  cover  terminology  as  applied  to  the  whole  man,  physical  and 
mental.  Prerequisite:  None. 

CIV  101  -  Surveying  1  3  2 

Theory  and  practice  of  plane  surveying  including  taping,  use  of  transit  and  transit  tape  sur¬ 
veys.  Emphasis  will  be  placed  on  plotting  maps  from  deed  descriptions.  Prerequisite:  None. 

LEX  235  -  Law  and  the  Family  3  0  3 

The  legal  obligations  in  a  marriage  contract,  its  rights  and  privileges  upon  the  contracting 
parties;  defenses  to  divorce  actions;  the  statutory  grounds  for  divorce;  elements  of  a  legal 
separation  by  court  order  or  by  mutual  consent  will  be  studied.  Drafting  of  pleadings  and 
contractual  agreements,  a  study  of  family  problems,  juvenile  courts,  legal  proceedings  in 
adoption  and  custody  cases  will  be  studied.  Prerequisite:  None. 
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PLASTICS  TECHNOLOGY 


Over  the  last  half  century,  the  plastics  industry  has  experienced  astonishing 
growth.  Production  has  increased  from  33  pounds  in  1929  to  16  billion  pounds  in 
1969,  and  it  is  expected  to  reach  40  billion  pounds  in  1980.  Edgecombe  Technical 
Institute  is  the  first  school  in  North  Carolina  and  in  the  southeastern  United 
States  to  provide  occupational  training  in  plastics  technology.  During  the  next 
decade,  the  number  of  employees  required  by  the  plastics  industry  is  expected  to 
double.  Graduates  of  the  plastics  industry  is  expected  to  double.  Graduates  of 
the  plastics  technology  curriculum  would  be  able  to  find  work  in  one  of  the  many 
industries  which  deals  with  plastics.  This  program  would  provide  training  op¬ 
portunities  for  those  who  desire  semi-skilled,  and  technical  occupations  in  the 
field  of  plastics.  This  training,  followed  by  employment  experience  in  industry, 
generally  leads  to  early  advancement  to  supervisory  positions. 

The  plastics  technology  program  is  designed  to  be  completed  in  seven  quar¬ 
ters,  including  two  quarters  in  cooperative  training  at  a  plastics  related  industry. 


PLASTICS 

Suggested  Sequence  of  Courses  by  Quarters 


Hours  Per  Week  Quarter 
Hours 


FIRST  QUARTER 

Class 

Shop 

Lab 

Credit 

ENG 

101 

Grammar 

3 

0 

0 

3 

ISC 

102 

Industrial  Safety 

3 

0 

0 

3 

DFT 

118 

Drafting  &  Blueprint  Interpretation 

3 

2 

0 

4 

PSY 

206 

Applied  Psychology 

3 

0 

0 

3 

ISC 

205 

First  Aid 

2 

2 

0 

3 

14 

4 

0 

16 
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SECOND  QUARTER 


ENG  102  Composition 

3 

0 

0 

3 

BUS  272  Principles  of  Supervision 

3 

0 

0 

3 

ISC  202  Quality  Control 

3 

2 

0 

4 

Social  Science  Elective 

3 

0 

0 

3 

_ 

_ 

_ 

_ 

12 

2 

0 

13 

THIRD  QUARTER 

PLA  107  Plastics  Materials 

3 

2 

0 

4 

CHM  101  General  Chemistry 

4 

2 

0 

5 

MAT  101  Technical  Mathematics 

5 

0 

0 

5 

PLA  100  Introduction  to  Plastics 

3 

2 

0 

4 

ENG  103  Report  Writing 

3 

0 

0 

3 

_ 

_ 

_ 

_ 

18 

8 

0 

21 

FOURTH  QUARTER 

PHY  101  Technical  Physics 

3 

2 

0 

4 

ENG  204  Oral  Communication 

3 

0 

0 

3 

PLA  102  Processing  of  Plastics 

3 

2 

0 

4 

MEC  101  Macine  Processes 

3 

0 

6 

2 

DFT  101  Technical  Drafting 

0 

0 

6 

2 

_ 

_ 

_ 

_ 

FIFTH  QUARTER 

9 

4 

12 

15 

PLA  103  Processing  of  Plastics 

3 

2 

0 

4 

PLA  106  Materials  Compounding 

3 

2 

0 

4 

PHY  102  Technical  Physics 

3 

2 

0 

4 

MEC  235  Hydraulics  and  Pneumatics 

4 

2 

0 

5 

13 

8 

0 

17 

SIXTH  QUARTER 

MEC  217  Engineering  Materials  and  Processes 

4 

2 

0 

5 

ELC  282  Electric  Circuits  and  Machines 

4 

2 

0 

5 

PLA  215  Plastics  Products  and  Mold  Design 

3 

6 

0 

6 

11 

10 

0 

16 

SEVENTH  QUARTER 

PLA  104  Processing  of  Plastics 

3 

2 

0 

4 

Technical  Elective 

8 

0 

0 

8 

3 

2 

0 

12 
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PLASTICS  TECHNOLOGY 
COURSE  DESCRIPTIONS 


Hours 

Per 

Week 

Quarter 

FIRST  QUARTER 

Class 

Lab 

Shop 

Hours 

Credit 

ENG  101  Grammar 

3 

0 

0 

3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  The  ap¬ 
proach  is  functional  with  emphasis  on  grammar,  diction  sentence  structure,  punctuation, 
and  spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English 
grammar  in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 

ISC  102  Industrial  Safety  3  0  0  3 

Problems  of  accidents  and  fire  in  industry.  Management  and  supervisory  responsibility  for 
fire  and  accident  prevention.  Additional  topics  cover  accident  reports  and  the  supervisor; 
good  housekeeping  and  fire  prevention;  machine  guarding  and  personnel  protective  equip¬ 
ment;  state  industrial  accident  code  and  fire  regualtions;  the  first  aid  department  and  the 
line  of  supervisory  responsibility  job  instruction  and  safety  instruction;  company  rules  and 
enforcement;  use  of  safety  committees;  insurance  carrier  and  the  Insurance  Rating  Bureau; 
and  advertising  and  promoting  a  good  safety  and  fire  prevention  program.  Prerequisite: 
None 

DFT  118  Drafting  /  Blueprint  Interpretation  3  2  0  4 

Basic  drafting  fundamentals  and  blueprint  reading  are  covered.  The  student  learns  to 
use,  read,  and  understand  basic  drafting  techniques,  blueprints  and  scale  drawings. 
Prerequisite:  None 

PSY  206  Applied  Psychology  3  0  0  3 

A  study  of  the  principles  of  psychology  that  are  of  assistance,  in  the  understanding  of 
inter-personal  relations  on  the  job.  Motivation,  feelings  and  emotions  are  considered  with 
particular  reference  to  on-the-job  problems.  Other  topics  investigated:  employee  selection, 
supervision,  job  satisfaction,  and  industrial  conflicts.  Attention  given  to  personal  and  group 
dynamics  so  that  the  student  may  learn  to  apply  the  principles  of  mental  hygiene  to  his  ad¬ 
justment  problems  as  a  worker  and  a  member  of  the  general  community.  Prerequisite: 
None 

ISC  205  First  Aid  2  2  0  3 

This  course  gives  the  basics  of  first  aid  treatment  techniques  to  supervisors  who  will  be 
confronted  with  injuries  likely  to  occur  in  the  work  area.  Also  covered  are  the  temporary 
treatment  of  sudden  illnesses,  attacks  and  seizures  on  the  job.  The  multi-media  method  of 
instruction  developed  by  AT  &  T  is  utilized  for  this  worthwhile  course.  Prerequisite:  None 

SECOND  QUARTER 

ENG  1102  Composition  3  0  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  is  on  the  sentence  paragraph,  and  whole  composition. 
Prerequisite:  ENG  101 

BUS  272  Principles  of  Supervision  3  0  0  3 

Introduces  the  basic  responsibilities  and  duties  of  the  supervisor  and  his  relationship  to 
superiors,  subordinates,  and  associates.  Emphasis  on  securing  an  effective  work  force  and 
the  role  of  the  supervisor.  Stress  on  methods  of  supervision.  Prerequisite:  None 

ISC  202  Quality  Control  3  2  0  4 

Principles  and  techniques  of  quality  control  and  cost  saving.  Organization  and  procedure 
for  efficient  quality  control.  Functions,  responsibilities,  structure,  costs,  reports,  records, 
personnel  and  vendor-customer  relationships  in  quality  control.  Sampling  inspections, 
process  control  and  tests  for  significance.  Prerequisite:  None 

Social  Science  Elective  3  0  0  3 
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THIRD  QUARTER 


PLA  107  Plastics  Materials  3  2  0  4 

Study  of  plastics  materials  and  their  properties:  physical,  electrical,  chemical  and  iden¬ 
tification.  Prerequisite:  None 

CHM  101  General  Chemistry  4  2  0  5 

An  introductory  course  in  basic  inorganic  chemistry  which  assumes  no  background  in 
chemistry.  Topic  include  elements,  compounds,  mixtures,  physical  and  chemical  changes, 
the  Metric  System,  atomic  structure,  formulas,  chemical  equations,  solutions,  acids,  bases, 
and  salts.  Prerequisite:  None 

MAT  101  Technical  Mathematics  5  0  0  5 

An  introduction  to  algebra  which  begins  with  operations  on  signed  numbers  and  literal  ex¬ 
pressions.  Emphasis  is  given  to  solving  linear  equations  and  manipulation  and  formulas 
used  in  respective  technical  areas.  The  laws  of  exponents  and  radicals  and  scientific 
notation  are  discussed  and  the  Cartesian  coordinate  system  and  related  graphical  concepts 
are  introduced.  A  brief  introduction  to  the  basic  trigonometric  ratios  and  solution  of  the 
right  triangle  follows.  Prerequisite:  None 

PLA  100  Introduction  to  Plastics  3  2  0  4 

Study  of  plastics  as  a  class  of  materials:  fundamental  relationships  between  properties  and 
end  use  of  plastic  materials  and  as  they  relate  to  the  environment.  Study  of  the  plastics  in¬ 
dustry  and  plastic  products.  Prerequisite:  None 

ENG  103  Report  Writing  3  0  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports,  using  writing 
techniques  and  graphic  devices  are  completed  by  the  students.  Practical  application  in  the 
preparation  of  a  full  length  report  is  required  of  each  student  at  the  end  of  the  term.  This 
report  must  have  to  do  with  something  in  his  chosen  curriculum.  Prerequisite:  ENG  102 

FOURTH  QUARTER 

PHY  101  Technical  Physics  3  2  0  4 

A  foundation  course  in  general  physics  with  emphasis  on  mechanics.  Topics  include 
velocity,  acceleration,  mass,  weight,  Newton's  Laws  of  motion,  vectors,  work,  energy, 
power,  momentum,  and  torque.  Units  of  measurement  are  emphasized  throughout. 
Relevant  laboratory  experiments  are  included.  Prerequisite:  MAT  101  or  Satisfactory  Score 
on  Math  Placement  Exam 

ENG  204  Oral  Communication  3  0  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  is  placed  on  the  speaker's  attitude,  improving  diction, 
voice,  and  the  application  of  particular  techniques  of  theory  to  correct  speaking  habits  and 
to  produce  effective  oral  presentation.  Particular  attention  given  to  conducting  meetings, 
conferences,  and  interviews.  Prerequisites:  None 

PLA  102  Processing  of  Plastics  3  2  0  4 

Machines,  molds,  cycles  and  safety  in  injection  molding  with  special  emphasis  on  the 
relationship  between  the  material,  molding  conditions  and  product  quality.  Prerequisite: 
None 

MEC  101  Machine  Processes  0  0  6  2 

An  introductory  course  designed  to  acquaint  the  student  with  basic  hand  tools,  safety 
procedures  and  machine  processes  of  our  modern  industry.  It  includes  a  study  of 
measuring  instruments,  characteristics  of  metals  and  cutting  tools.  The  student 
becomes  familiar  with  the  lathe  family  of  machine  tools  by  performing  selected  operations 
such  as  turning,  facing,  threading,  drilling,  boring,  and  reaming.  Prerequisite:  None 
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DFT  101  Technical  Drafting  0  0  6  2 

The  field  of  drafting  is  introduced  as  the  student  begins  study  of  drawing  principles  and 
practices  for  print  reading  and  describing  objects  in  the  graphic  language.  Basic  skills  and 
techniques  of  drafting  included  are:  use  of  drafting  equipment,  lettering,  freehand  or¬ 
thographic  and  pictorial  sketching,  geometric  construction,  orthographic  instrument 
drawing  of  principal  views,  and  standards  and  practices  of  dimensioning.  The  principles  of 
isometric,  oblique,  and  perspective  are  introduced.  Prerequisite:  None 

FIFTH  QUARTER 

PLA  103  Processing  of  Plastics  3  0  4 

A  study  of  the  "why”  and  "how”  of  extrusion  and  blow  molding,  machines,  molds,  cycles, 
safety,  costs  and  product  quality  will  be  emphasized.  Thermoforming,  compression,  and 
rotational  molding  included.  Prerequisite:  None 

PLA  106  Materials  Compounding  3  2  0  4 

Compounding  of  raw  materials  to  produce  plastics;  additives,  fillers,  mixing,  and  blending 
methods.  Prerequisite:  PLA  100  or  Advisor's  Permission 

PHY  102  Technical  Physics  3  2  0  4 

A  fundamental  course  covering  the  basic  principles  of  electricity,  magetism,  and  ther¬ 
mometry.  Electron  theory,  production  of  electricity,  voltage,  amperage,  resistance,  wat¬ 
tage,  induction,  heat,  and  temperature,  specific  heat,  and  thermal  expansion  and 
discussed.  Laboratory  included.  Prerequisite:  PHY  101 

MEC  235  Hydraulics  and  Pneumatics  4  2  0  5 

The  basic  theories  of  hydraulic  and  pneumatic  systems.  Combinations  of  systems  in 
various  circuits.  Basic  designs  and  functions  of  circuits  and  motors,  controls,  elec- 
trohydraulic  servomechanisms,  plumbing,  filtration,  accumulators  and  reservoirs. 
Prerequisite:  None 

SIXTH  QUARTER 

MEC  217  Engineering  Materials  and  4  2  0  5 

Processes  (testing) 

An  introductory  study  of  the  common  materials  used  in  engineering,  such  as  woods, 
metals,  concrete,  plastics,  etc.,  and  the  related  physical  testing  to  determine  their  proper¬ 
ties  and  strengths.  Emphasis  is  placed  upon  problem-solving  and  engineering  application. 
Prerequisite:  MAT  101 

ELC  282  Electric  Circuits  and  Machines  4  2  0  5 

This  course  is  a  study  of  electrical  for  industrial  and  mechanical  applications.  ElectricaL 
symbols,  schematics,  circuits  and  electrical  measuring  instruments  are  taught.  Prerequisite: 
None 

PLA  215  Plastics  Products  and  Mold  Design  3  6  0  6 

Selection  of  materials  as  govered  by  production  requirements  and  parts  performance.  Mold 
design  considerations  are  considered  in  terms  of  molding  requirements  and  materials  used. 
Prerequisites:  PLA  100,  MEC  101,  DFT  111 

SEVENTH  QUARTER 

PLA  104  Processing  of  Plastics  3  2  0  4 

A  study  of  "why”  and  "how”  of  processes  in  casting,  heat  sealing,  welding,  finishing  and 
decorating  of  plastics.  Individual  projects  are  selected  and  completed.  Prerequisite: 
None 

Technical  Electives:  8  0  0  8 
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EGR  191  Co-Operative  Training  0  0  40  4 

This  course  sequence  consist  of  a  minimum  of  two  quarters  of  supervised  work  experience 
alternating  with  educational  programs  on  a  schedule  satisfactory  to  employers,  the 
insitution,  and  the  student.  This  period  of  time  enables  the  student  to  perform  a  planned 
variety  of  activities  required  of  his  specialty.  The  work  periods  are  carefully  planned  and 
closely  supervised  by  the  employer,  and  the  institution  to  provide  experiences  and 
responsibilities  commensurate  with  the  capabilities  of  the  student.  An  official  agreement 
among  the  educational  institution,  the  student,  and  the  employer  identifies  the  sequence  of 
activities  to  be  performed  by  the  student  and  define  the  supervisory  responsibilities  for  the 
educational  element  of  the  work.  Prerequisite:  Student  registered  in  a  technical  program  in 
the  institution. 

EGR  192  Co-Operative  Training  0  0  40  4 

This  course  sequence  consist  of  a  minimum  of  two  quarters  of  supervised  work  experience 
alternating  with  the  educational  program  on  a  schedule  satisfactory  to  employers,  the 
institution,  and  the  student.  This  period  of  time  enables  the  student  to  perform  a  planned 
variety  of  activities  required  of  his  specialty.  The  work  periods  are  carefully  planned  and 
closely  supervised  by  the  employer  and  the  institution  to  provide  experiences  and 
responsibilities  commensurate  with  the  capabilities  of  the  student.  An  official  agreement 
among  the  educational  institution,  the  student,  and  the  employer  identifies  the  sequence  of 
activities  to  be  performed  by  the  student  and  define  the  supervisory  responsibilities  for  the 
educational  element  of  work.  Prerequisite:  Student  registered  in  a  technical  program  in  the 
institution. 


RADIOLOGIC  TECHNOLOGY 


The  profession  of  x-ray  technology  as  allied  to  that  of  the  qualified  physician  is 
dedicated  to  the  conservation  of  life  and  health  and  to  the  prevention  of  disease. 
This  two-fold  function  makes  x-ray  technology  an  extremely  useful  profession  to 
society.  The  well  prepared  technologist  has  the  knowledge  and  skill  which 
enable  him  to  assist  in  bringing  new  health  and  confidence  to  countless  people. 

The  well-qualified  x-ray  technologist  never  lacks  opportunity  for  employment. 
Registered  x-ray  technologists  are  welcomed  and  needed  in  both  urban  and  rural 
areas  which  makes  it  possible  for  them  to  choose  employment  in  the  type  of 
community  in  which  they  elect  to  live. 

The  duties  of  the  x-ray  technologist  generally  include  making  x-ray  exposures, 
aiding  the  radiologist  in  fluoroscopy,  processing  films  and  adjusting  controls  and 
positioning  patients  for  therapy  treatments.  In  small  institutions  and  doctors'  of¬ 
fices  the  technologist  also  may  be  called  upon  to  do  the  clerical  work  involved  in 
keeping  records  of  the  patients  and  the  films.  The  technologist  is  also  respon¬ 
sible  for  the  mental  and  physical  comfort  of  the  patient  while  in  his  care. 

Edgecombe  Technical  Institute  operates  a  regional  Radiologic  Technology 
program  covering  a  four-county  area.  All  classes  are  held  on  the  Rocky  Mount 
campus,  with  the  students  receiving  their  clinical  education  at  one  of  the 
following  hospitals  -  Edgecombe  General  Hospital,  Tarboro,  N.C.,  Nash  General 
Hospital,  Rocky  Mount,  N.C.;  Wilson  Memorial  Hospital,  Wilson,  N.C.;  and 
Halifax  Memorial  Hospital,  Roanoke  Rapids,  N.C. 

Candidates  for  admission  to  this  A.M.A.  approved  program  must  be  high 
school  graduates  or  equivalent.  Experience  has  shown  that  mathematics  and 
science  courses,  especially  physics,  chemistry  and  biology  are  helpful  in 
preparation  for  a  career  in  x-ray  technology.  An  S.A.T.  score  (or  comparable)  is 
necessary.  Admissions  interviews  are  held  with  the  Program  Director  as  well  as 
the  hospital  personnel  with  whom  the  student  would  be  corking. 
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RADIOLOGIC  TECHNOLOGY 


Hours 

Per 

Week 

Quarter 

FIRST  QUARTER 

Class 

Lab 

Shop 

Hours 

Credit 

ENG 

101 

Grammar 

3 

0 

0 

3 

PHY 

107 

Physics 

3 

2 

0 

4 

BIO 

107 

Anatomy  and  Physiology  1 

4 

2 

0 

5 

RDT 

101 

Radiologic  Technology  1 

4 

3 

0 

5 

RDT 

111 

Clinical  Education 

0 

0 

19 

6 

14 

7 

19 

23 

SECOND  QUARTER 

ENG 

102 

Composition 

3 

0 

0 

3 

BIO 

108 

Anatomy  and  Physiology  II 

4 

2 

0 

5 

RDT 

102 

Radiologic  Technology  II 

4 

3 

0 

5 

RDT 

112 

Clinical  Education 

0 

0 

24 

8 

11 

5 

24 

21 

THIRD  QUARTER 

ENG 

103 

Report  Writing 

3 

0 

0 

3 

RDT 

103 

Radiologic  Technology  III 

4 

3 

0 

5 

RDT 

113 

Clinical  Education 

0 

0 

22 

7 

RDT 

104 

Topographic  Anatomy 

2 

0 

2 

2 

Elective 

3 

0 

0 

3 

Elective 

3 

0 

0 

3 

15 

3 

24 

23 

FOURTH  QUARTER 

RDT 

114 

Clinical  Education 

2 

0 

38 

14 

FIFTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

0 

3 

RDT 

204 

Radiologic  Technology  IV 

4 

3 

0 

5 

RDT 

215 

Clinical  Education 

3 

0 

25 

8 

BIO 

208 

Pathology  for  Paramedical  Personnel 

3 

2 

0 

4 

10 

2 

25 

20 

SIXTH  QUARTER 

PSY 

102 

Introduction  to  Psychology 

3 

0 

0 

3 

RDT 

205 

Radiologic  Technology  V 

4 

3 

0 

5 

RDT 

216 

Clinical  Education 

0 

0 

30 

10 

7 

3 

30 

18 
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SEVENTH  QUARTER 


soc 

102 

Sociology 

3 

0 

0 

3 

BUS 

233 

Personnel  Management 

3 

0 

0 

3 

RDT 

206 

Radiologic  Technology  VI 

4 

0 

0 

4 

RDT 

217 

Clinical  Education 

0 

0 

33 

11 

10 

0 

33 

21 

EIGHTH  QUARTER 

RDT 

218 

Clinical  Education 

2 

0 

38 

14 

RADIOLOGIC  TECHNOLOGY 


Hours 

Per 

Week 

Quarter 

FIRST  QUARTER 

Class 

Lab 

Shop 

Hours 

Credit 

ENG  101  Grammar 

3 

0 

0 

3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  The  ap¬ 
proach  is  functional  with  emphasis  on  grammar,  diction,  sentence  structure,  punctuation, 
and  spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English 
grammar  to  their  day-to-day  situations  in  industry  and  social  life. 

PHY  107  Physics  3  2  0  4 

This  course  is  designed  to  take  the  student  from  basic  fundamentals  through  advanced 
physics  covering  such  areas  as:  structure  of  matter;  electric  current;  electrostatics,  units  of 
measurement;  electrodynamics;  magnetism  and  electromagnetism,  electric  generators  and 
motors;  production  and  control  of  high  voltage  and  rectification;  x-ray  circuits;  x-ray  tubes 
and  rectifiers  and  an  introduction  to  therapy  and  nuclear  medicine. 

BIO  107  Anatomy  and  Physiology  I  4  2  0  5 

A  study  of  the  structure  and  normal  function  of  the  human  body  with  man  identified  as  a 
living  organism  composed  of  living  cells,  tissues,  organs,  and  systems.  Included  are  the 
basic  physiologic  aspects  of  skin;  the  skeletal,  articular  muscular,  and  nervous  systems;  and 
the  special  senses.  A  laboratory  portion  includes  relevant  experiments  to  augment  the 
student's  learning  of  body  structures  and  functions. 

RDT  101  Radiologic  Technology  I  4  3  0  5 

The  student  is  given  an  orientation  to  the  field  of  radiologic  technology.  He  is  taught 
darkroom  chemistry  and  film  processing,  the  bar’0  principles  of  radiographic  exposure, 
elementary  patient  care  procedures,  and  he  is  introduced  to  radiographic  positioning  as  ap¬ 
plied  to  the  appendicular  skeleton. 

RDT  111  Clinical  Education  0  0  19  6 

Practical  experience  in  a  clinical  setting  including  processing  of  radiographs,  practice  in 
ethical  and  attitudinal  situations  during  patient  contact,  patient  care  and  basic  positioning 
for  studies  of  upper  and  lower  limbs,  shoulder  and  pelvic  girdles.  The  student  also  applies 
some  of  the  simpler  principles  of  radiographic  exposure.  There  are  also  regular  sessions  of 
film  critique. 

SECOND  QUARTER 

ENG  102  Composition  3  0  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  is  on  the  sentence,  paragraph  and  whole  composition. 
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BIO  108  Anatomy  and  Physiology  II  4  2  0  5 

A  continuation  of  the  study  of  the  structure  and  normal  function  of  man  as  a  living 
organism.  Special  emphasis  is  on  the  circulartory,  lymphatic,  respiratory,  digestive,  urinary, 
endocrine,  and  reproductive  systems  and  fluid  and  electrolyte  balance.  Laboratory  ex¬ 
periences  include  study  of  models  and  small  animal  dissection  for  insight  into  comparative 
structure  and  function  of  man. 

RDT  102  Radiologic  Technology  II  4  3  0  5 

The  student  is  taught  the  radiographic  principles  and  basic  radiographic  positioning 
necessary  top  perform  diagnostic  studies  of  the  axial  skeleton.  Further  patient  care 
procedures  and  medical  terminology  are  included. 

RDT  112  Clinical  Education  0  0  24  8 

Practical  experience  in  clinical  setting.  The  student  continues  to  improve  his  basic  skills  in 
darkroom  technique  and  patient  positioning  for  routine  studies  of  upper  and  lower  limbs 
and  the  shoulder  and  pelvic  girdles.  He  practices  the  techniques  for  roentgenographic 
studies  of  the  skull  and  spine.  There  are  regular  sessions  of  film  critiques. 


THIRD  QUARTER 

ENG  103  Report  Writing  3  0  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports,  using  writing 
techniques  and  graphic  devices  are  completed  by  the  students.  Practical  application  in 
preparation  of  full-length  report  is  required  of  each  student  at  the  end  of  the  term.  This 
report  must  have  to  do  with  something  in  the  chosen  curriculum. 

RDT  103  Radiologic  Technology  III  4  3  0  5 

The  student  will  learn  the  techniques  for  basic  views  of  the  thoracic  and  abdominal  viscera, 
soft  tissue  radiography  and  fluoragraphy.  He  is  taught  how  to  prepare  the  patient  and  the 
contrast  media  for  those  studies. 

RDT  113  Clinical  Education  0  0  22  7 

Practical  experience  in  a  clinical  setting  with  emphasis  on  the  preparation  and  use  of  con¬ 
trast  media,  preparation  of  the  patient  for  such  studies  and  the  performance  of  examination 
of  the  digestive  tract,  biliary  tract,  and  urinary  tract  using  contrast  media.  The  student 
works  in  fluoroscopy  and  also  makes  radiographs  of  the  abdominal  and  thoracic  viscera 
without  the  use  of  contrast  media.  Soft  tissue  radiography  (exclusive  of  mammography) 
and  location  of  foreign  bodies  will  be  touched  upon. 

RDT  104  Topographic  Anatomy  2  0  2  2 

This  course  covers  the  use  of  external  "landmarks"  in  locating  internal  structures  and 
organs.  Emphasis  is  placed  on  the  student's  ability  to  quickly  locate  structures  he  cannot 
see.  This  relationship  to  radiographic  positioning  is  stressed. 

Elective  3  0  0  3 

Elective  3  0  0  3 

FOURTH  QUARTER 

RDT  114  Clinical  Education  2  0  38  14 

The  student  spends  the  entire  quarter  gaining  clinical  experience  and  developing  skill  in  the 
techniques  of  special  procedures.  This  training  is  conducted  at  UNC  Memorial  Hospital  in 
Chapel  Hill,  N.C.,  and  Medical  College  of  Virginia,  Richmond,  Virginia. 
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FIFTH  QUARTER 


ENG  204  Oral  Communication  3  0  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communcaitons  to  enable  the  student  to 
communicate  with  others.  Emphasis  is  placed  on  the  speaker's  attitude,  improving  diction, 
voice,  and  the  application  of  particular  techniques  of  theory  to  correct  speaking  habits,  and 
to  produce  effective  oral  presentation.  Particular  attention  is  given  to  conducting  meetings, 
conferences,  and  interviews. 

RDT  204  Radiologic  Technology  IV  4  3  0  5 

This  course  is  a  continuation  of  the  Radiologic  Technology  series.  The  content  covered  in 
this  quarter  concerns  radiation  protection;  equipment  maintenance,  more  advanced  work 
in  the  radiograph  of  the  skeleton  and  the  art  of  pediatric  radiology.  Special  views  and 
techniques  for  diagnostic  radiology  of  the  skeleton  will  be  emphasized. 

RDT  215  Clinical  Education  0  25  0  8 

Practice  covers  radiography  of  the  skeleton,  the  thoracic  and  abdominal  viscera,  and 
examination  of  the  abdominal  viscera  using  contrast  media  and  fluroscopy.  Emphasis  is 
placed  on  the  student's  ability  to  do  pediatric  radiography. 

BIO  208  Pathology  for  Paramedical  Personnel  3  0  2  4 

A  detailed  study  of  the  various  disease  with  emphasis  on  the  ones  most  commonly  seen  in 
the  Radiology  Department.  Radiographic  appearance  of  the  disease  and  the  effect  on 
radiographic  exposure  are  dealt  with  in  depth. 

SIXTH  QUARTER 

PSY  102  Introduction  to  Psychology  I  3  0  0  3 

The  introductory  study  of  psychology.  The  course  includes  the  study  of  principles  of 
behavior  in  the  area  of  motivation,  perception,  learning,  intelligence,  and  the  organization 
of  personality. 

RDT  205  Radiologic  Technology  V  4  3  0  5 

The  study  this  quarter  is  confined  to  special  radiographic  procedures  not  covered  during 
the  time  spent  at  Memorial  Hospital  at  Chapel  Hill.  Areas  to  be  covered  are  photo 
fluorography;  bronchography;  mammography;  sialography,  pelvimetry;  bed  side 
radiography  and  operating  room  procedures. 

RDT  216  Clinical  Education  0  0  430  10 

Emphasis  this  quarter  is  placed  on  the  student's  ability  to  assist  and  perform  precedures 
studied  in  RDT  205.  The  student  is  required  to  show  proficiency  in  all  of  these  areas. 

SEVENTH  QUARTER 

SOC  102  Sociology  3  0  0  3 

A  study  of  the  fundamental  principles  and  conepts  of  sociology,  with  emphasis  on  con¬ 
temporary  American  institutions  in  relation  to  technological  change,  ethnic  groups, 
population  trends,  and  social  control. 

BUS  233  Personnel  Management  3  0  0  3 

A  study  of  the  major  functions  of  management  with  emphasis  on  structuring  a  department 
and  methods  of  evaulation  of  personnel. 

RDT  206  Radiologic  Technology  VI  4  0  0  4 

During  this  quarter  the  basics  of  radiation  therapy  and  nuclear  medicine  are  covered. 

RDT  217  Clinical  Education  0  33  0  11 

Some  emphasis  is  placed  on  the  student  getting  experience  in  therapy  and  nuclear 
medicine  procedures,  but  prime  emphasis  is  on  the  student's  ability  to  perform  all  the 
procedures  learned  at  this  point  in  his  education. 
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EIGHTH  QUARTER 


RDT  218  Clinical  Education  23  0  38  14 

Two  hours  per  week  is  devoted  to  a  complete  review  of  all  subject  areas  covered  during  the 
course.  The  lab  portion  allows  the  student  to  perform  and  become  more  proficient  in  the 
radiographic  procedures  learned  during  the  entire  course. 


SECRETARIAL 


The  demand  for  better  qualified  secretaries  in  our  ever-expanding  business 
world  is  becoming  more  acute.  The  purpose  of  this  curriculum  is  to  outline  a 
training  program  that  provides  training  in  the  accepted  procedures  required  by 
the  business  world  and  to  enable  persons  to  become  proficient  soon  after  ac¬ 
cepting  employment  in  the  business  office. 

The  Secretarial  curriculum  is  designed  to  offer  the  students  the  necessary 
secretarial  skills  in  typing,  dictation,  transcription,  and  terminology  for  em¬ 
ployment  in  the  business  world.  The  special  training  in  secretarial  subjects  is  sup¬ 
plemented  by  related  courses  in  mathematics,  accounting,  business  law,  and 
personality  development. 

The  graduate  of  the  Secretarial  Curriculum  should  have  a  knowledge  of 
business  terminology,  skill  in  dictation  and  accurate  transcription  of  business  let¬ 
ters  and  reports.  The  graduate  may  be  employed  as  a  stenographer  or  a 
secretary.  Stenographers  are  primarily  responsible  for  taking  dictation  and  tran¬ 
scribing  letters,  memoranda,  or  reports.  The  secretary,  in  addition  to  taking  dic¬ 
tation  and  transcription,  is  given  more  responsibility  in  connection  with  meeting 
office  callers,  secreening  telephone  calls,  and  being  an  assistant  to  an  executive. 
She  may  enter  a  secretarial  position  in  a  variety  of  offices  in  business  such  as  in¬ 
surance  companies,  banks,  marketing  institutions,  and  financial  firms. 
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SECRETARIAL 

Suggested  Sequence  of  Courses  By  Quarters 


Hours  Per  Week 


FIRST  QUARTER 

Class 

Shop 

Lab 

ENG 

101 

Grammar 

3 

0 

0 

MAT 

110 

Business  Mathematics 

5 

0 

0 

BUS 

101 

Introduction  to  Business 

3 

0 

0 

BUS 

102 

Typewriting 

5 

0 

0 

BUS 

110 

Office  Machines 

2 

0 

2 

18 

0 

2 

SECOND  QUARTER 

ENG 

102 

Composition 

3 

0 

0 

BUS 

103 

Typewriting 

5 

0 

0 

BUS 

106 

Shorthand 

5 

0 

0 

MAT 

112 

Business  Mathematics 

5 

0 

0 

18 

0 

0 

THIRD 

QUARTER 

ENG 

103 

Report  Writing 

3 

0 

0 

BUS 

104 

Typewriting 

5 

0 

0 

BUS 

107 

Shorthand 

5 

0 

0 

BUS 

120 

Principles  of  Accounting 

5 

0 

2 

18 

0 

2 

FOURTH  QUARTER 

BUS 

121 

Principles  of  Accounting 

5 

0 

2 

BUS 

115 

Business  Law 

3 

0 

0 

BUS 

211 

Reproduction  Machines 

2 

0 

2 

BUS 

112 

Consumer  Finance 

3 

0 

0 

PSY 

112 

Personality  Development 

3 

0 

0 

16 

0 

4 

FIFTH  QUARTER 

ENG 

204 

Oral  Communication 

3 

0 

0 

BUS 

205 

Advanced  Typewriting 

3 

0 

2 

ECO 

108 

Consumer  Economics 

3 

0 

0 

PSY 

102 

General  Psychology 

3 

0 

0 

BUS 

206 

Shorthand 

5 

0 

0 

17 

0 

2 

3 

5 

3 

5 

3 

19 

3 

5 

5 

5 

18 

3 

5 

5 

6 

19 

6 

3 

3 

3 

3 

18 

3 

4 

3 

3 

5 

18 
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SIXTH  QUARTER 


ENG 

206 

Business  Communication 

3 

0 

0 

3 

BUS 

207 

Dictation  and  Transcription 

5 

0 

0 

5 

BUS 

214 

Office  Procedures 

5 

0 

0 

EDP 

104 

Introduction  to  Data  Processing 

5 

0 

0 

5 

18 

0 

~0 

18 

SEVENTH  QUARTER 

BUS 

112 

Filing 

3 

0 

0 

3 

BUS 

271 

Office  Management 

5 

0 

0 

5 

BUS 

208 

Dictation  and  Transcription 

5 

0 

0 

5 

SOC 

102 

Sociology 

3 

0 

0 

3 

Technical  Elective 

3 

0 

0 

3 

19 

0 

0 

19 

SECRETARIAL 
COURSE  DESCRIPTIONS 


FIRST  QUARTER 


Hours  Per  Week  Quarter 
Hours 

Class  Lab  Credit 


ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  Functional 
approach  with  emphasis  on  grammar,  diction,  sentence  structure,  punctuation,  and 
spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English  grammar 
in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 


MAT  110  Business  Mathematics  3  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to  business 
problems.  Topics  include  fractions,  decimals,  ratio  and  proportion,  percent,  elementary 
algebra,  and  the  metric  system.  Skills  developed  in  these  areas  are  applied  to  payrolls,  com¬ 
missions,  discounts,  interest,  and  mark-up.  Prerequisite:  None 


BUS  101  Introduction  to  Business  3  0  3 

A  survey  of  the  business  world  with  particular  attention  devoted  to  the  structure  of  the 
various  types  of  business  organization,  methods  of  financing,  internal  organization,  and 
management.  Prerequisite:  None 


BUS  102  Typewriting  5  0  5 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  techniques, 
mastery  of  the  keyboard,  simple  business  correspondence,  tabulation,  and  manuscripts. 
Prerequisite:  None 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  receive  training  in 
techniques,  processes,  operation,  and  application  of  the  ten-key  adding  machine,  printing 
calculator,  electronic  calculator  and  the  mimeograph  duplicating  machine.  Prerequisite: 
None 


SECOND  QUARTER 

ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  on  the  sentence,  the  paragraph,  and  the  whole  com¬ 
position.  Prerequisite:  ENG  101 
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BUS  103  Typewriting  5  0  5 

Emphasis  on  the  development  of  speed  and  accuracy  with  further  techniques  in  tabulation, 
manuscript,  correspondence,  and  business  forms.  Prerequisite:  BUS  102.  Speed 
Requirement:  30  words  per  minute  for  five  minutes. 

BUS  106  Shorthand  5  0  5 

A  beginning  course  in  the  theory  and  practice  of  readi  and  writing  shorthand.  Emphasis  on 
phonetics,  penmanship,  word  families,  brief  forms,  and  phrases.  Prerequisite:  None 

MAT  112  Business  Mathematics  5  0  5 

A  continuation  of  MAT  110.  Additional  depth  and  practice  provide  the  student  with  a  soun¬ 
der  foundation  in  mathematics.  Topics  include  depreciation,  installment  buying, 
promissory  notes,  present  value,  graphs,  and  progressions.  Prerequisite:  MAT  110 

THIRD  QUARTER 

ENG  103  Report  Writing  3  0  3 

Utilization  of  the  fundamentals  of  English  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports,  using  ap¬ 
propriate  writing  techniques  and  graphic  devices.  Practical  application  in  the  preparation  of 
a  full-length  report  which  relates  to  his  chosen  curriculum.  Prerequisite:  ENG  102 

BUS  104  Typewriting  5  0  5 

Emphasis  on  production  typing  problems  and  speed  building.  Attention  to  the  development 
of  the  student's  ability  to  function  as  an  expert  typist,  producing  mailable  copies.  Produc¬ 
tion  units  in  tabulation,  manuscript,  correspondence,  and  business  forms,  Prerequisite: 
BUS  103  Speed  Requirement:  40  words  per  minute  for  five  minutes. 

BUS  107  Shorthand  5  0  5 

Continued  study  of  theory  with  greater  emphasis  on  dictation  and  elementary  transcription. 
Prerequisite:  BUS  106 

BUS  120  Principles  of  Accounting  5  2  6 

Principles,  techniques,  and  tools  of  accounting  for  understanding  of  the  mechanics  of  ac¬ 
counting.  Collecting,  summarizing,  analyzing,  and  reporting  information  about  service  and 
mercantile  enterprises.  Includes  practical  application  of  the  principles  learned.  Prerequisite: 
MAT  110 

FOURTH  QUARTER 

BUS  121  Principles  of  Accounting  5  2  6 

Partnership  and  corporation  accounting  including  a  study  of  payrolls,  federal,  and  state 
taxes.  Emphasis  on  recording,  summarizing,  and  interpreting  data  for  management  control 
rather  than  on  bookkeeping  skills.  A  showing  of  accounting  services  as  they  contribute  to 
the  recognition  and  solution  of  management  problems.  Prerequisite:  BUS  120 

BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamentals  and  prin¬ 
ciples  of  business  law,  including  contracts,  negotiable  instruments,  and  agencies. 
Prerequisite:  None 

BUS  211  Reproduction  Machines  2  2  3 

Development  of  skill  in  the  use  and  care  of  the  mimeograph,  spirit  duplicator,  offset,  and 
other  copying  machines.  Emphasis  is  placed  on  preparing  reproductive  stencils  for  letters, 
forms,  postal  cards,  and  other  types  of  business  forms.  Prerequisite:  BUS  104 

BUS  122  Consumer  Finance  3  0  3 

This  is  a  general  course  designed  to  aid  students  to  better  use  their  finances  with  emphasis 
on  family  money  management.  In  addition,  other  topics  studied  include  the  role  of  the  con¬ 
sumer  in  society,  buying  good  health  care  and  services,  and  consumer  protection. 
Prerequisite:  MAT  110 
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PSY  112  Personality  Development  3  0  3 

Designed  to  help  the  student  recognize  the  importance  of  physical,  intellectual,  social  and 
emotional  dimensions  of  personality  improvement.  Prerequisite:  None 

FIFTH  QUARTER 

ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  on  the  speaker's  attitude  and  the  improvement  of  dic¬ 
tion  and  voice.  Practice  in  the  application  of  particular  techniques  of  theory  to  correct 
speaking  habits.  Particular  attention  given  to  conducting  meetings,  conferences  and  in¬ 
terviews.  Prerequisite:  ENG  101 

BUS  205  Advanced  Typewriting  3  2  4 

Emphasis  on  the  development  of  individual  production  rates.  Learning  the  techniques 
needed  in  planning  and  in  typing  projects  that  closely  approximate  the  work  appropriate  to 
the  field  of  study.  Review  of  letter  forms,  methods  of  duplication,  statistical  tabulation,  and 
the  typing  of  reports,  manuscripts  and  legal  documents.  Prerequisite:  BUS  104  Speed 
Requirement:  50  words  per  minute  for  five  minutes. 

ECO  108  Consumer  Economics  3  0  3 

Designed  to  help  the  student  use  his  resources  of  time,  energy,  and  money  to  get  the  most 
out  of  life.  Provides  the  student  an  opportunity  to  build  useful  skills  in  buying,  managing  his 
finances,  increasing  his  resources,  and  better  understanding  the  economy  in  which  he  lives. 
Prerequisite:  None 

PSY  102  General  Psychology  3  0  3 

A  study  of  the  various  fields  of  psychology;  the  developmental  process;  motivation; 
emotion;  frustration  and  adjustment;  mental  health;  attention  and  perception;  problems  of 
group  living.  Attention  is  given  to  applications  of  these  topics  to  problems  of  study,  self¬ 
understanding  and  adjustment  to  the  demands  of  society.  Prerequisite:  None 

BUS  206  Shorthand  5  0  5 

Development  of  the  skill  of  taking  dictation  and  of  transcribing  at  the  typewriter  materials 
appropriate  to  the  course  of  study,  which  includes  a  review  of  the  theory  and  the  dictation 
of  familiar  and  unfamiliar  material  at  varying  rates  of  speed.  Minimum  dictation  rate  of  90 
words  per  minute  on  new  material.  Prerequisite:  BUS  108 

SIXTH  QUARTER 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Emphasis  on  writing  ac¬ 
tion-getting  sales  letters  and  prospectuses.  Business  reports,  summaries  of  business  con¬ 
ferences,  letters  involving  credit,  collections;  adjustments,  complaints,  orders, 
acknowledgements,  remittances,  and  inquiry.  Prerequisite:  ENG  102 

BUS  207  Dictation  and  Transcription  5  0  5 

Development  of  accuracy,  speed,  and  vocabulary  necessary  to  meet  the  stenographic 
requirements  of  business  and  professional  offices.  Minimum  dictation  rate  of  100  words  per 
minute  on  new  materials.  Prerequisite:  BUS  206 

BUS  214  Office  Procedures  5  0  5 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered  by  a  secretary 
during  the  work  day.  Procedures  included:  receptionist  duties,  handling  the  mail,  telephone 
techniques,  travel  information,  telegrams,  office  records,  purchasing  of  supplies,  office 
organization,  and  use  of  transcribing  units.  Prerequisite:  BUS  205 

EDP  104  Introduction  to  Date  Processing  5  0  5 

Fundamental  concepts  and  operational  principles  of  data  processing  systems,  as  an  aid  in 
developing  a  basic  knowledge  of  computers;  prerequisite  for  all  programming  courses. 
Prerequisite:  None 
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SEVENTH  QUARTER 


BUS  112  Filing  3  0  3 

Fundamentals  of  indexing  and  filing,  combining  theory  and  practice  by  the  use  of  miniature 
letters,  filing  boxes  and  guides.  Alphabetic,  geographic,  subject,  and  numeric  filing. 
Prerequisite:  None 

BUS  271  Office  Management  5  0  5 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on  the  role  of  office 
management  including  its  function,  office  automation,  planning,  controlling,  organizing 
and  actuating  office  problems.  Prerequisite:  None 

BUS  208  Dictation  and  Transcription  5  0  5 

Principally  a  speed  building  course,  covering  materials  appropriate  to  the  course  of  study, 

with  emphasis  on  speed  as  well  as  accuracy.  Minimum  dictation  rate  of  110  words  per 
minute  required  on  new  material.  Prerequisite:  BUS  207 

SOC  102  Sociology  3  0  3 

An  introductory  course  in  the  principles  of  sociology.  An  attempt  to  provide  an  un¬ 
derstanding  of  culture,  collective  behavior,  community  life,  social  institutions  and  social 
change,  presents  the  scientific  study  of  man's  behavior  in  relation  to  other  men,  the 
general  laws  affecting  the  organization  of  such  relationships  and  the  effects  of  social  life  on 
human  personality  and  behavior.  Prerequisite:  None 

Technical  Elective  3  0  3 


SECRETARIAL-MEDICAL 


The  demand  for  better  qualified  secretaries  in  our  ever-expanding  medical 
world  is  becoming  more  acute.  The  purpose  of  this  curriculum  is  to  outline  a 
training  program  that  will  provide  training  in  the  accepted  procedures  required 
by  the  medical  world  and  to  enable  persons  to  become  proficient  soon  after 
accepting  employment  in  the  business  or  medical  office. 

The  Medical  Secretarial  curriculum  is  designed  to  offer  the  students  the 
necessary  secretarial  skills  in  typing,  dictation,  transcription,  and  terminology  for 
employment  in  the  business  and  medical  fields.  The  special  training  in  secretarial 
subjects  is  supplemented  by  related  courses  in  mathematics,  accounting, 
business  law,  and  personality  development. 

The  graduate  of  the  Medical  Secretarial  curriculum  should  have  a  knowledge 
of  medical  terminology,  skill  in  dictation  and  accurate  transcription  of  medical 
records,  reports  and  letters.  The  duties  of  a  medical  secretary  may  consist  of 
taking  dictation  and  transcribing  letters,  memoranda,  and  reports,  meeting  office 
callers;  screening  telephone  calls;  filing;  and  scheduling  appointments.  The 
graduate  may  secure  secretarial  positions  in  physicians'  offices,  private  and 
public  hospitals,  federal  and  state  health  programs,  and  the  drug  and 
pharmaceutical  industry. 
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SECRETARIAL-MEDICAL 
Suggested  Sequence  Of  Courses  By  Quarters 


Hours 

Per  Week 

Quarter 

FIRST  QUARTER 

Class 

Shop 

Lab 

Hours 

Credit 

ENG  101 

Grammar 

3 

0 

0 

3 

MAT  110 

Business  Mathematics 

5 

0 

0 

5 

BUS  101 

Introduction  to  Business 

3 

0 

0 

3 

BUS  102 

Typewriting 

5 

0 

0 

5 

BUS  110 

Office  Machines 

2 

0 

2 

3 

18 

0 

2 

19 

SECOND  QUARTER 

ENG  102 

Composition 

3 

0 

0 

3 

BUS  103 

Typewriting 

5 

0 

0 

5 

BUS  106 

Shorthand 

5 

0 

0 

5 

MAT  112 

Business  Mathematics 

5 

0 

0 

5 

15 

0 

0 

18 

THIRD  QUARTER 

ENG  103 

Report  Writing 

3 

0 

0 

3 

BUS  104 

Typewriting 

5 

0 

0 

5 

BUS  107 

Shorthand 

5 

0 

0 

5 

BUS  120 

Principles  of  Accounting 

5 

0 

2 

6 

18 

0 

2 

19 

FOURTH  QUARTER 

BUS  183M 

Medical  Transcription 

3 

0 

0 

3 

BUS  121 

Principles  of  Accounting 

5 

0 

2 

6 

BUS  211 

Reproduction  Machines 

2 

0 

2 

3 

PSY  112 

Personality  Development 

3 

0 

0 

3 

BUS  115 

Business  Law 

3 

0 

0 

3 

16 

0 

4 

18 

FIFTH  QUARTER 

ENG  204 

Oral  Communication 

3 

0 

0 

3 

BUS  205 

Advanced  Typewriting 

3 

0 

2 

4 

ECO  108 

Consumer  Economics 

3 

0 

0 

3 

PSY  102 

General  Psychology 

3 

0 

0 

3 

BUS  206 

Shorthand 

5 

0 

0 

5 

SIXTH  QUARTER 

17 

0 

2 

18 

ENG  206 

Business  Communication 

3 

0 

0 

3 

BUS  207 

Dictation  and  Transcription 

5 

0 

0 

5 

BUS  214 

Office  Procedures 

5 

0 

0 

5 

EDP  104 

Data  Processing 

5 

0 

0 

5 

18 

0 

0 

18 
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SEVENTH  QUARTER 


3  0  0  3 

5  0  0  5 

5  0  0  5 

3  0  0  3 

3  0  0  3 

19  0  0  19 

SECRETARIAL  -  MEDICAL 
COURSE  DESCRIPTIONS 


BUS  112  Filing 

BUS  208  Dictation  and  Transcription 

BUS  271  Office  Management 

SOC  102  Sociology 

Technical  Elective 


Hours  Per  Week  Quarter 
Hours 

FIRST  QUARTER  Class  Lab  Credit 

ENG  101  Grammar  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  Functional 
approach  with  emphasis  on  grammar,  diction,  sentence  structure,  punctuation,  and 
spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English  grammar 
in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 

MAT  110  Business  Mathematics  5  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to  business 
problems.  Topics  include  fractions, decimals,  ratio  and  proportion,  precent,  elementary 
algebra,  and  the  metric  system.  Skills  developed  in  these  areas  are  applied  to  payrolls, 
commissions,  discounts,  interest,  and  mark-up.  Prerequisite:  None 

BUS  101  Introduction  to  Business  3  0  3 

A  survey  of  the  business  world  with  particular  attention  devoted  to  the  structure  of  the 
various  types  of  business  organization,  methods  of  financing,  internal  organization,  and 
management.  Prerequisite:  None 

BUS  102  Typewriting  5  0  5 

Introduction  to  the  touch  typewriting  system  with  emphasis  on  correct  techniques, 
mastery  of  the  keyboard,  simple  business  correspondence,  tabulation,  and  manuscripts. 
Prerequisite:  None 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students  will  receive  training  in 
techniques,  processes,  operations,  and  applications  of  the  ten-key  adding  machine, 
printing  calculator,  electronic  calculator  and  the  mimeograph  duplicating  machine. 
Prerequsitie:  None 


SECOND  QUARTER 

ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  on  the  sentence,  the  paragraph,  and  the  whole 
composition.  Prerequisite:  ENG  101 

BUS  103  Typewriting  5  0  5 

Emphasis  on  the  development  of  speed  and  accuracy  with  further  techniques  in  tabulation, 
manuscript,  correspondence,  and  business  forms.  Prerequisite:  BUS  102.  Speed 
requirement:  30  words  per  minute  for  five  minutes. 
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BUS  106  Shorthand  5  0  5 

A  beginning  course  in  the  theory  and  practice  of  reading  and  writing  shorthand.  Emphasis 
on  phonetics,  penmanship,  word  families,  brief  forms,  and  phrases.  Prerequisite:  None 

MAT  112  Business  Mathematics  5  0  5 

A  continuation  of  MAT  110.  Additional  depth  and  practice  provide  the  student  with  a 
sounder  foundation  in  mathematics.  Topics  include  depreciation,  installment  buying, 
promissory  notes,  present  value,  graphs,  and  progressions.  Prerequisite:  MAT  110 

THIRD  QUARTER 

ENG  103  Report  Writing  3  0  3 

Utilization  of  the  fundamentals  of  English  as  a  background  for  the  organization  and 
techniques  of  modern  report  writing.  Exercises  in  developing  typical  reports,  using 
appropriate  writing  techniques  and  graphic  devices.  Practical  application  in  the  preparation 
of  a  full-length  report  which  relates  to  his  chosen  curriculum.  Prerequisite:  ENG  102 

BUS  104  Typewriting  5  0  5 

Emphasis  on  production  typing  problems  and  speed  building.  Attention  to  the  development 
of  the  student's  ability  to  function  as  an  expert  typist  producing  mailable  copies. 
Production  units  in  tabulation,  manuscript,  correspondence,  and  business  forms. 
Prerequisite:  BUS  103.  Speed  requirement:  40  words  per  minute  for  five  minutes. 

BUS  107  Shorthand  5  0  5 

Continued  study  of  theory  with  greater  emphasis  on  dictation  and  elementary  transcription. 
Prerequisite:  BUS  106 

BUS  120  Principles  of  Accounting  5  2  6 

Principles,  techniques,  and  tools  of  accounting  for  understanding  the  mechanics  of 
accounting.  Collecting,  summarizing,  analyzing,  and  reporting  information  about  service 
and  mercantile  enterprises.  To  include  practical  application  of  the  the  principles  learned. 
Prerequisite:  MAT  110 

FOURTH  QUARTER 

BUS  183M  Medical  Transcription  3  0  3 

To  develop  an  understanding  of  the  terminology  and  vocabulary  appropriate  to  the  course 
of  study  as  they  are  used  in  business,  technical,  and  professional  offices.  Prerequisites: 
BUS  104  and  BUS  107 

BUS  121  Principles  of  Accounting  5  2  6 

Partnership  and  corporation  accounting  including  a  study  of  payrolls,  federal,  and  state 
taxes.  Emphasis  on  recording,  summarizing,  and  interpreting  data  for  management  control 
rather  than  on  bookkeeping  skills.  A  showing  of  accounting  services  as  they  contribute  to 
the  recognition  and  solution  of  management  control  rather  than  on  bookkeeping  skills.  A 
showing  of  accounting  services  as  they  contribute  to  the  recognition  and  solution  of 
management  problems.  Prerequisite:  BUS  120 

BUS  211  Reproduction  Machines  2  2  3 

Development  of  skill  in  the  use  and  care  of  the  mimeograph,  spirit  duplicator,  offset,  and 
other  copying  machines.  Emphasis  is  placed  on  preparing  reproductive  stencils  for  letters, 
forms,  postal  cards,  and  other  types  of  business  forms.  Prerequisite:  BUS  104 

PSY  112  Personality  Development  3  0  3 

Designed  to  help  the  student  recognize  the  importance  of  physical,  intellectual,  social  and 
emotional  dimensions  of  personality  improvement.  Prerequisite:  None 

BUS  115  Business  Law  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamentals  and 
principles  of  business  law,  including  contracts,  negotiable  instruments,  and  agencies. 
Prerequisite:  None 
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FIFTH  QUARTER 


ENG  204  Oral  Communication  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  on  the  speaker's  attitude  and  the  improvement  of 
diction  and  voice.  Practice  in  the  application  of  particular  techniques  of  theory  to  correct 
speaking  habits.  Particular  attention  given  to  conducting  meetings,  conferences,  and 
interviews.  Prerequisite:  ENG  101 

BUS  205  Advanced  Typewriting  3  2  4 

Emphasis  on  the  development  of  individual  production  rates.  Learning  the  techniques 
needed  in  planning  and  in  typing  projects  that  closely  approximate  the  work  appropriate  to 
the  field  of  study.  Review  of  letter  forms,  methods  of  duplication,  statistical  tabulation,  the 
typing  of  reports,  manuscripts  and  legal  documents.  Prerequisite:  BUS  104  Speed 
requirement,  50  words  per  minute  for  five  minutes. 

ECO  108  Consumer  Economics  3  0  3 

Designed  to  help  the  student  use  his  resources  of  time,  energy,  and  money  to  get  the  most 
out  of  life.  Provides  the  student  an  opportunity  to  build  useful  skills  in  buying  managing  his 
finances,  increasing  his  resources,  and  better  understanding  the  economy  in  which  he  lives. 
Prerequisite:  None 

PSY  102  General  Psychology  3  0  3 

A  study  of  the  various  fields  of  psychology:  the  developmental  process,  motivation, 
emotion,  frustration  and  adjustment,  mental  health,  attention  and  perception,  problems  of 
group  living.  Attention  is  given  to  applications  of  these  topics  to  problems  of  study,  self¬ 
understanding  and  adjustment  to  the  demands  of  society.  Prerequisite:  None 

BUS  206  Shorthand  5  0  5 

Development  of  the  skill  of  taking  dictation  and  of  transcribing  at  the  typewriter  materials 
appropriate  to  the  course  of  study,  which  includes  a  review  of  the  theory  and  the  dictation 
of  familiar  and  unfamiliar  material  at  varying  rates  of  speed.  Minimum  dictation  rate  of  90 
words  per  minute  on  new  material.  Prerequisite:  BUS  108 

SIXTH  QUARTER 

ENG  206  Business  Communication  3  0  3 

Develops  skills  in  techniques  in  writing  business  communications.  Emphasis  on  writing 
action-getting  sales  letters  and  prospectuses.  Business  reports,  summaries  of  business 
conferences,  letters  letters  involving  credit,  collections,  adjustments,  complaints,  orders, 
acknowledgements,  remittances,  and  inquiry.  Prerequisite:  ENG  102 

BUS  207  Dictation  and  Transcription  5  0  5 

Development  of  accuracy,  speed  and  vocabulary  necessary  to  meet  the  stenographic 
requirements  of  business  and  professional  offices.  Minimum  dictation  rate  of  100  words  per 
minute  on  new  materials.  Prerequisite:  BUS  206 

BUS  214  Office  Procedures  5  0  5 

Designed  to  acquaint  the  student  with  the  responsibilities  encountered  by  a  secretary 
during  the  work  day.  Procedures  included:  receptionist  duties,  handling  the  mail,  telephone 
techniques,  travel  information,  telegrams,  office  records,  purchasing  supplies,  office 
organization,  and  use  of  transcribing  units.  Prerequisite:  BUS  205 

EDP  104  Data  Processing  5  0  5 

Fundamental  concepts  and  operational  principles  of  data  processing  systems,  as  an  aid  in 
developing  a  basic  knowledge  of  computers.  Prerequisite  for  all  programming  courses. 
Prerequisite:  None 
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SEVENTH  QUARTER 


BUS  112  Filing  3  0  3 

Fundamentals  of  indexing  and  filing,  combining  theory  and  practice  by  the  use  of  miniature 
letters,  filing  boxes  and  guides.  Alphabetic,  geographic,  subject,  and  numeric  filing. 
Prerequisite:  None 

BUS  208  Dictation  and  Transcription  5  0  5 

Principally  a  speed  building  course,  covering  materials  appropriate  to  the  course  of  study, 
with  emphasis  on  speed  as  well  as  accuracy.  Minimum  dictation  rate  of  110  words  per 
minute  required  on  new  material.  Prerequisite:  BUS  207 

BUS  271  Office  Management  5  0  5 

Presents  the  fundamental  principles  of  office  management.  Emphasis  on  the  role  of  office 
management  including  its  function,  office  automation,  planning,  controlling,  organizing 
and  actuating  office  problems.  Prerequisite:  None 

SOC  102  Sociology  3  0  3 

An  introductory  course  in  the  principles  of  sociology.  An  attempt  to  provide  an 
understanding  of  culture,  collective  behavior,  community  life,  social  institutions  and  social 
change.  Presents  the  scientific  study  of  man's  behavior  in  relation  to  other  men,  the 
general  laws  affecting  the  organization  of  such  relationships  and  the  effects  of  social  life  on 
human  personality  and  behavior.  Prerequisite:  None 
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EDGECOME  TECHNICAL  INSTITUTE 
CALENDAR  1974-79 


Agricultural  Science  and  Mechanization 
Veterans  Farm  Cooperative  Program 
1974-1975 


November  22 
November  28 
December  2 

December  23-27 
December  30 

January  1, 1975 
January  2 

February  20 

FIRST  QUARTER 

Registration  and  resumption  of  classes 
Thanksgiving  holiday 

Classes  resume  after  Thanksgiving 
Christmas  holidays 

Classes  resume 

New  Year's  Day  holiday 

Glasses  resume 

First  Quarter  ends 

February  24 

May  9 

SECOND  QUARTER 

Registration  and  resumption  of  classes 
Second  Quarter  ends 

May  12 

July  4 

August  29 

September  19 

THIRD  QUARTER 

Registration  and  resumption  of  classes 
Begin  8  weeks  summer  break 

Classes  resume 

End  of  Third  Quarter 

September  22 
November  27 
December  1 

December  5 

FOURTH  QUARTER 

Registration  and  resumption  of  classes 
Thanksgiving  holiday 

Classes  resume 

Fourth  Quarter  ends 

December  8 

December  23-27 
December  29, 

January  1,  1976 
February  5 

February  19 

FIFTH  QUARTER 

Registration  and  resumption  of  classes 
Christmas  holidays 

Classes  resume 

New  Year's  Day  holiday 

Classes  resume 

Fifth  Quarter  ends 

February  23 

May  6 

SIXTH  QUARTER 

Registrtaion  and  resumption  of  classes 
Sixth  Quarter  ends 

May  10 

July  5 

August  30 

September  16 

SEVENTH  QUARTER 

Registration  and  sumption  of  classes 
Begin  8  weeks'  summer  break 

Classes  resume 

Seventh  Quarter  ends 
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September  20 
November  25 
November  29 
December  2 

EIGHTH  QUARTER 

Registration  and  resumption  of  classes 
Thanksgiving  holiday 

Classes  resume 

Eight  Quarter  ends 

December  6 
December  23-27 
December  27 
January  1, 1977 
January  3 
February  17 

NINTH  QUARTER 

Registration  and  resumption  of  classes 
Christmas  holidays 

Classes  resume 

New  Years  Day  holiday 

Classes  resume 

Ninth  Quarter  ends 

February  21 

May  5 

TENTH  QUARTER 

Registration  and  resumption  classes 
Tenth  Quarter  ends 

May  9 

July  4 

August  29 
September  15 

ELEVENTH  QUARTER 

Registration  and  resumption  of  classes 
Begin  8  weeks'  summer  break 

Classes  resume 

Eleventh  Quarter  ends 

September  19 
November  24 
November  28 
December  1 

TWELFTH  QUARTER 

Registration  and  resumption  of  classes 
Thanksgiving  holiday 

Classes  resume 

Twelfth  Quarter  ends 

Agricultural  Science  and  Mechanization 

Veterans  Farm  Cooperative  Program 

1977-1978 

December  5 
December  26-30 
January  1,1978 
January  2 
February  16 

FIRST  QUARTER 

Registration  and  resumption  of  classes 
Christmas  holiday 

New  Year's  holiday 

Classes  resume 

First  Quarter  ends 

February  20 

May  4 

SECOND  QUARTER 

Registration  and  resumption  of  classes 
Second  Quarter  ends 

May  8 

July  3 

August  28 
September  14 

THIRD  QUARTER 

Registration  and  resumption  of  classes 
Begin  8  weeks'  summe  break 

Classes  resume 

Third  Quarter  ends 

September  18 
November  23 
November  27 
November  30 

FOURTH  QUARTER 

Registration  and  resumption  of  classes 
Thanksgiving  holiday 

Classes  resume 

Third  Quarter  ends 
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Agricultural  Science  and  Mechanization 
Veterans  Farm  Cooperative  Program 
1978-1979 


FIFTH  QUARTER 


December  4 
December  25  -  29 
January  1, 1979 
January  2 
February  15 


Christmas  holidays 
New  Year's  holiday 
Classes  resume 


Registration  and  resumption  of  classes 


Fifth  quarter  ends 


February  19 
may  3 


SIXTH  QUARTER 

Registration  and  resumption  of  classes 
Sixth  Quarter  ends 


May  7 
July  2 
August  27 
September  13 


SEVENTH  QUARTER 

Registration  and  resumption  of  classes 
Begin  8  weeks'  summer  break 
Classes  resume 
Seventh  Quarter  ends 


September  17 
November  22 
November  26 
November  29 


EIGHTH  QUARTER 

Registration  and  resumption  of  classes 
Thanksgiving  holiday 
Classes  resume 
Eighth  Quarter  ends 


VETERANS  FARM  COOPERATIVE  PROGRAM 
AGRICULTURAL  SCIENCE  AND  MECHANIZATION 


INTRODUCTION 


PURPOSE  OF  CURRICULUM 

This  curriculum  provides  a  training  program  for  developing  the  basic 
knowledge  and  skills  needed  for  the  successful  operation  and  management  of  a 
general  farming  program  involving  crops  and  livestock.  There  is  a  growing  scar¬ 
city  of  young  men  trained  in  basic  agricultural  science  and  mechanization.  Larger 
farming  operations  require  more  mechanization  and  tremendous  outlays  of 
capital;  thus,  the  need  for  trained  farmers  becomes  increasingly  critical.  The  ob- 
jecive  of  this  curriculum  is  to  provide  the  managerial  and  operative  training 
needed  for  successful  farm  operation. 

JOB  DESCRIPTION 

The  graduate  of  the  agricultural  science  and  mechanization  curriculum  is 
trained  to  manage  and  operate  a  farm.  In  addition,  he  should  be  able  to  perform 
most  of  the  repairs  to  buildings  and  equipment  as  well  as  perform  the  necessary 
electrical,  construction  and  plumbing  requirements  pertaining  to  the  farm 
operation. 

The  satisfactory  completion  of  a  minimum  of  eighteen  hours  of  general 
education  in  addition  to  the  technical  specialty  courses  will  lead  to  an  associate 
in  applied  science  degree. 
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VETERANS  FARM  COOPERATIVE  PROGRAM 
AGRICULTURAL  SCIENCE  AND  MECHANIZATION 
(WITH  TECHNICAL  SPECIALITY  OPTION) 


FIRST  QUARTER  ■  Winter.  1 974  ■  75 

AGR  111  Soil  Science  &  Fertilizers 
AGR  112  Farm  Records  &  Taxes 

SECOND  QUARTER -Spring,  1975 

AGR  122  Tobacco  Production  I 

AGR  123  General  Crop  Production  I 

THIRD  QUARTER  -  Summer,  1975 

AGR  133  Weed  Identification  &  Control 
AGR  134  Insect  Identification  &  Control 


Hours  Per  Week  Quarter 
Hours 

Class  Lab  Shop  Credit 

3  2  0  4 

3  2  0  4 


3  2  0  4 

3  2  0  4 


3  2  0  4 

3  2  0  4 


FOURTH  QUARTER  -  Fall,  1975 

AGR  144  Techniques  of  Welding 

AGR  145  Farm  Business  Management 

FIFTH  QUARTER  -  Winter,  1 975 

AGR  155  Agricultural  Chemicals 

AGR  156  Fertilizers  &  Lime 

SIXTH  QUARTER  -  Spring,  1976 

AGR  166  Farm  Machinery  Repair  &  Maintenance 
AGR  167  General  Crop  Production  II 

SEVENTH  QUARTER  -  Summer,  1976 

AGR  211  Farm  Forest  Management 

AGR  212  Agricultural  Law 

AGR  213  Agricultural  Mechanization 

EIGHT  QUARTER -Fall,  1976 

AGR  222  Farm  Electrification 

AGR  223  Livestock  Production  I 

NINTH  QUARTER  -  Winter,  1976 

AGR  233  Farm  &  Home  Construction 

AGR  234  Farmstead  Planning  &  Development 

TENTH  QUARTER -Spring,  1977 

AGR  244  Tobacco  Production  II 

AGR  245  Soil  &  Water  Conservation 


2  0  3  3 

3  2  0  4 


3  2  0  4 

3  2  0  4 


2  0  3  3 

3  2  0  4 


2  10  2 
2  0  0  2 

3  2  0  4 


3  2  0  4 

3  2  0  4 


2  0  3  3 

3  2  0  4 


3  2  0  4 

3  2  0  4 
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ELEVENTH  QUARTER  -  Summer,  1 977 


AGR  255  Agricultual  Programs 

AGR  256  Pasture  &  Forage  Crops 


3  2  0  4 

3  2  0  4 


TWELFTH  QUARTER  -  Fall,  1977 


AGR  266  New  Sources  of  Farm  Income 

AGR  267  Livestock  Production  II 

AGR  268  Agricultural  Marketing 


2  0  0  2 

3  2  0  4 

2  10  3 


The  following  additional  general  education  courses  are  required  for  an  Associate  in  Applied 
Science  Degree: 


ENG  101  Grammar 

ENG  204  Oral  Communication 

Social  Science  Elective 

MAT  110  Business  Mathematics 

ENG  102  Composition 

Social  Science  Elective 


3  0  0  3 
3  0  0  3 
3  0  0  3 
5  0  0  5 
3  0  0  3 
3  0  0  3 


VETERANS  FARM  COOPERATIVE  PROGRAM 
AGRICULTURAL  SCIENCE  AND  MECHANIZATION 
(WITH  TECHNICAL  SPECIALITY  OPTION) 

Hours  Per  Week  Quarter 

FIRST  QUARTER  -  Winter,  1 974  -  75  Hours 

Class  Lab  Shop  Credit 

AGR  1 1 1  Soil  Science  &  Fertilizers  3  2  0  4 

A  course  dealing  with  basic  principles  of  efficient  classification,  evaluation  and 
management  of  soils;  care,  cultivation  and  fertilization  of  the  soil  and  conservation  of  soil 
fertility. 

AGR  112  Farm  Records  &  Taxes  3  2  0  4 

An  introductory  course  to  accounting  methods  related  to  the  farm  business  which  acquain¬ 
ts  the  student  with  terminology,  basic  principles  and  techniques  used  in  recording  tran¬ 
sactions.  Practical  application  of  the  principles  learned  are  made  by  working  with  actual 
farm  situations.  A  study  of  taxes  as  related  to  farm  income,  forms,  deductions, 
depreciation,  and  tax  schedules  applicable  to  farmers. 

SECOND  QUARTER -Spring,  1975 

AGR  122  Tobacco  Production  I  3  2  0  4 

A  review  of  the  economic  importance  of  tobacco  in  North  Carolina  and  a  detailed  study  of 
all  aspects  of  the  production  and  marketing  of  tobacco  with  a  brief  look  at  the  processing 
and  manufacturing  phases. 

AGR  123  General  Crop  Production  I  3  2  0  4 

This  course  offers  technical  information  related  to  the  production  of  cash  crops  in 
Edgecombe  County  and  North  Carolina.  Crop  characteristics,  varieties,  environmental  fac¬ 
tors,  rotation  and  conservation  practices  will  be  included.  Some  of  the  main  crops  included 
will  be  corn,  soybeans,  peanuts  and  cotton. 
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THIRD  QUARTER  -  Summer,  1 975 


AGR  133  Weed  Identification  &  Control  3  2  0  4 

A  study  of  the  identification  and  control  of  the  annual  and  perennial  weeds  of  economic  im¬ 
portance  in  North  Carolina. 

AGR  134  Insect  Identification  &  Control  3  2  0  4 

A  study  of  common  local  crop  insects,  their  economic  importance,  identification,  life  cycle 
and  host.  Different  methods  of  insect  control  are  discussed  in  class.  Student  field  trips 
studying  insect  damage  are  also  included. 

FOURTH  QUARTER  -  Fall,  1 975 

AGR  144  Techniques  of  Welding  2  0  3  3 

Principles  of  oxyacetylene  and  electrical  welding,  cutting  and  brazing.  Principles, 
procedures,  safety  precautions  and  experience  in  using  oxyacetylene  and  arc  equipment. 
Projects  are  assigned  to  develop  skill  in  the  use  of  equipment. 

AGR  145  Farm  Business  Management  3  2  0  4 

A  review  of  the  functions  of  the  manager  of  a  business  firm  and  the  problems  he  faces. 
Development  of  the  concept  of  planning  by  both  partial  and  complete  budgeting.  Review 
of  the  concepts  of  costs  and  the  length  of  run  in  production.  Practice  in  preparing  en¬ 
terprise  budgets  as  an  aid  in  choosing  what  to  produce.  Use  of  partial  budgeting  to  find  the 
least  cost  production  procedure.  Analysis  of  production  data  to  select  the  level  of  produc¬ 
tion  that  yields  the  most  net  revenue. 


FIFTH  QUARTER  -  Winter,  1 975 

AGR  155  Agricultural  Chemicals  3  2  0  4 

A  study  of  agricultural  chemicals  &  their  importance,  ingredients,  formulation,  and  ap¬ 
plication  with  emphasis  upon  the  effective  and  safe  utilization  of  chemicals  in  agricultural 
pest  control.  Major  emphasis  is  placed  upon  weed  identification  and  those  chemicals  other 
than  herbicides  such  as  insecticides  and  fungicides. 

AGR  156  Fertilizers  and  Lime  3  2  0  4 

A  review  of  the  course,  function,  and  the  use  of  the  major  and  minor  plant  food  elements; 
commercial  fertilizer  ingredients;  soil  acidity,  liming  materials;  application  of  fertilizer  and 
liming  materials. 


SIXTH  QUARTER  -  Spring,  1976 

AGR  166  Farm  Machinery  Repair  &  Maintenance  2  0  3  3 

Care,  repair,  and  selection  of  the  large  units  of  farm  equipment  operating  principles  of  self- 
propelled  and  tractor-drawn  equipment  is  studied  in  the  classroom  and  the  field.  Such 
equipment  as  balers,  combines,  corn  pickers  and  peanut  harvesters  are  included. 

AGR  167  General  Crop  Production  II  3  2  0  4 

This  course  is  one  of  two  which  review  general  crop  production  in  Edgecombe  County  and 
North  Carolina.  The  course  is  a  continuation  of  General  Crop  Production  I.  Tobacco 
Production  is  included  in  General  Crop  Production  I.  Tobacco  Production  is  included  in 
General  Crop  Production  II. 

SEVENTH  QUARTER  -  Summer,  1 976 

AGR  211  Farm  Forest  Management  2  10  2 

A  course  dealing  with  the  fundamentals  of  forestry  and  farm  forestry  problems,  including 
planting,  thinning,  harvesting  and  marketing. 
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AGR  212  Agricultural  Law  2  0  0  2 

A  general  course  designed  to  acquaint  the  student  with  certain  fundamentals  and  prin¬ 
ciples  of  law,  including  contracts,  agency  and  negotiable  instruments.  Includes  the  general 
study  of  law  pertaining  to  partnership,  corporation,  sales,  suretyship,  bailments  and  real 
property. 

AGR  213  Agricultural  Mechanization  3  2  0  4 

A  study  of  farm  machinery  management  and  labor-saving  devices.  The  economics  of  selec¬ 
tion  and  operation  of  farm  machinery.  Study  and  evaluation  of  feed  grinders  and  mixers, 
storage  facilities,  materials  handling  systems  and  others  labor-saving  devices. 

EIGHTH  QUARTER  -  Fall,  1976 

AGR  222  Farm  Electrification  3  2  0  4 

A  study  of  the  basic  principles  and  systems  along  with  their  application  to  agricultural 
production  with  emphasis  upon  equipment  for  controlling  the  utilization  of  electricity.  A 
review  of  the  development  and  present  status  of  rural  electrification  will  be  included.  Fun¬ 
damentals  of  farm  wiring  and  electrical  safety  are  also  stressed  in  the  class. 

AGR  223  Livestock  Production  I  3  2  0  4 

This  course  includes  a  study  of  livestock  production  as  a  farming  enterprise.  Beef  and 
swine  production  will  be  the  main  topics  of  the  course;  dairy  production  is  introduced. 
Production  technology  and  enterprise  value  are  a  basic  part  of  the  course. 

NINTH  QUARTER  -  Winter,  1976 

AGR  233  Farm  &  Home  Construction  2  0  3  3 

This  course  deals  with  the  fundamentals  of  farm  carpentry,  fences,  concrete  and  masonry. 
The  study  also  includes  the  farm  water  needs  and  waste  disposal. 

AGR  234  Farmstead  Planning  &  Development  3  2  0  4 

This  course  is  developed  to  acquaint  the  students  with  factors  to  be  considered  in 
developing  his  farmstead.  The  farm  home  along  with  other  farm  structures  is  considered  as 
to  their  construction,  use  and  maintenance.  Emphasis  is  placed  on  designing  and  improving 
the  total  farmstead.  Attention  is  focused  on  the  location  and  use  of  farm  structures  and 
also  landscaping  of  the  farmstead. 

TENTH  QUARTER  -  Spring,  1977 

AGR  244  Tobacco  Production  II  3  2  0  4 

This  course  is  one  of  two  covering  tobacco  in  Edgecombe  County  and  North  Carolina.  The 
course  is  a  detailed  study  of  tobacco  production  and  also  includes  some  information  on 
general  crop  production. 

AGR  245  Soil  &  Water  Conservation  3  2  0  4 

An  introduction  to  soil  and  water  conservation,  covering  what  is  included  and  who  is  in¬ 
volved  in  soil,  water  and  plant  conservation,  the  available  resources  to  carry  out  soil  and 
water  conservation  measures,  and  the  relationship  of  specialized  knowledge  in  agronomy, 
biology,  economics,  engineering,  soils,  forestry  and  recreation. 

ELEVENTH  QUARTER  -  Summer,  1 977 

AGR  255  Agricultural  Programs  3  2  0  4 

A  review  of  the  public  agricultural  programs  and  agencies  that  provide  services,  including 
financial  aid  for  agricultural  producers.  The  objectives,  organization,  functions  and  services 
of  these  organizations. 

AGR  256  Pasture  &  Forage  Crops  3  2  0  4 

A  study  of  the  major  grasses  and  legumes  of  economic  importance  in  North  Carolina.  At¬ 
tention  will  be  given  to  management,  soil  types,  fertilization,  harvesting  and  nutrient  value. 
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TWELFTH  QUARTER  ■  Fall,  1977 


AGR  266  New  Sources  of  Farm  Income  2  0  0  2 

This  is  a  study  of  new  areas  of  production  that  are  not  in  practice  in  the  student's  present 
farming  program.  The  farm  enterprise  system  is  analyzed  and  new  enterprises  suggested. 
Provisions  of  contract  farming  in  the  production  of  poultry,  livestock,  fruits  and  vegetables 
for  the  processing  industry. 

AGR  267  Livestock  Production  II  3  2  0  4 

This  course  is  a  detailed  study  of  livestock  production  and  related  technology.  Feeding  and 
management  along  with  animal  diseases  and  parasites  are  included  in  the  course. 

AGR  268  Agricultural  Marketing  2  10  3 

An  analysis  of  the  functions  of  marketing  in  the  economy  and  a  survey  of  the  problems 
marketing  faces.  A  review  of  the  market  structure  and  the  relationship  of  local,  terminal, 
wholesale,  retail  and  foreign  markets.  Problems  in  the  operations  of  marketing  firms  -  in¬ 
cluding  buying  and  selling,  processing,  standardization  and  grading,  risk  taking  and 
storage,  financing,  efficiency  and  cooperation.  Discussion  of  procedures  of  marketing  such 
commodities  as  grain,  cotton,  livestock  and  tobacco. 

The  following  additional  general  education  courses  are  required  for  an  Associate  in  Applied 
Science  Degree: 

ENG  101  Grammar  3  0  0  3 

Desirned  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  Functional 
approach  with  emphasis  on  grammar,  diction,  sentence  structure,  punctuation,  and 
spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English  grammar 
in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 

ENG  204  Oral  Communication  3  0  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communications  to  enable  the  student  to 
communicate  with  others.  Emphasis  on  the  speaker's  attitude  and  the  improvement  of  dic¬ 
tion  and  voice.  Practice  in  the  application  of  particular  techniques  of  theory  to  correct 
speaking  habits.  Particular  attention  given  to  conducting  meeting,  conferences,  and  in¬ 
terviews.  Prerequisite:  None 

MAT  110  Business  Mathematics  5  0  0  5 

This  course  stresses  the  fundamental  operations  and  their  application  to  business 
problems.  Topics  covered  include  payrolls,  price  marking,  interest  and  discount  com¬ 
mission,  taxes  and  pertinent  uses  of  mathematics  in  the  field  of  business.  Prerequisite: 
None 

ENG  102  Composition  3  0  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  business  and 
technical  composition.  Emphasis  on  the  sentence,  the  paragraph,  and  the  whole  com¬ 
position.  Prerequisite:  ENG  101 

The  following  courses  may  be  used  as  Social  Science  Electives; 

POL  102  Government  -  National  3  0  0  3 

English  and  colonial  background,  the  articles  of  confederation  and  the  framing  of  the 
federal  constitution.  The  nature  of  the  federal  union;  state  rights,  federal  powers,  political 
parties.  The  general  organization  and  functioning  of  the  national  government.  Prerequisite: 
None 

POL  103  Government  -  Local  and  State  3  0  0  3 

A  study  of  state  and  local  government,  state-federal  interrelationships,  the  functions  and 
prerogatives  of  the  branches.  Problems  of  administration,  legal  procedures,  law  en¬ 
forcement,  police  power,  taxation,  revenues  and  appropriations.  Special  attention  will  be 
given  to  North  Carolina.  Prerequisite:  POL  102  or  Instructor's  permission. 
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POL  201  United  States  Government  3  0  0  3 

A  study  of  government  with  emphasis  on  basic  concepts,  structure,  powers,  procedures, 
and  problems.  Prerequisite:  None 

PSY  102  General  Psychology  3  0  0  3 

A  study  of  the  various  fields  of  psychology;  the  developmental  process;  motivation; 
emotion;  frustraiton  and  adjustment;  mental  health;  attention  and  perception;  problems  of 
group  living.  Attention  is  given  to  applications  of  these  topics  to  problems  of  study,  self¬ 
understanding  adjustment  to  the  demands  of  society.  Prerequisite:  None 

PSY  103  Adolescent  Psychology  3  0  0  3 

A  study  of  the  nature  and  source  of  the  problems  of  adolescents  in  western  cukure; 
physical,  emtoional,  social,  intellectual  and  personality  development  of  adolescjnts. 
Prerequisite:  PSY  102  or  Instructor's  Permission 

PSY  112  Personality  Development  3  0  0  3 

Designed  to  help  the  student  recognize  the  importance  of  physical,  intellectual,  social,  and 
emotional  dimensions  of  personality  improvement.  Prerequisite:  None 

PSY  206  Applied  Psychology  3  0  0  3 

A  study  of  the  principles  of  Dsvchology  that  assist  in  the  understanding  of  inter-personal 
relations  on  the  job.  Motivation,  feelings  and  emotions  are  considered  with 
particular  reterence  to  on-the-job  problems.  Other  topics  investigated:  employee  selection, 
supervision,  job  satisfaction,  and  industrial  conflicts.  Attention  given  to  personal  and  group 
dynamics  so  that  the  student  may  learn  to  apply  the  principles  of  mental  hygiene  to  his  ad¬ 
justment  problems  as  a  worker  and  a  member  of  the  general  community.  Prerequisite: 
None 

SOC  102  Sociology  3  0  0  3 

An  introductory  course  in  the  principles  of  sociology.  An  attempt  to  provide  an  un¬ 
derstanding  of  culture,  collective  behavior,  community  life,  social  institutions  and  social 
change.  Presents  the  scientific  study  of  man's  behavior  in  relation  to  other  men,  the 
general  laws  affecting  the  organization  of  such  relationships  and  the  effects  of  social  life  of 
human  personality  and  behavior.  Prerequisite:  None 

SOC  104  The  Family:  A  Cross-Cultural  Survey  3  0  0  3 

Study  of  the  family  as  a  social  unit.  Historical  patterns  and  the  evolution  of  family  roles  in 
various  types  of  culture  provide  opportunities  to  analyze  and  interpret  the  culture  and  the 
family  in  relation  to  the  larger  society.  Prerequisite:  None. 
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Vocational  Division 
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AUTO  BODY  REPAIR 
EDGECOMBE  TECHNICAL  INSTITUTE 


The  field  of  automotive  body  repair  and  painting  needs  many  more  well 
trained  people  to  meet  the  growing  demand  for  the  many  special  skills  in  this 
area  of  employment.  In  this  program,  much  of  the  students'  time  in  the  shop  is 
devoted  to  learning  skills  and  practicing  these  skills  on  car  bodies  and  their  com¬ 
ponent  parts.  Every  attempt  is  made  to  make  these  practical  experiences  as 
close  as  possible  to  actual  on  the  job  situations.  The  practical  experience  and 
related  training  provide  an  ideal  way  to  prepare  the  students  for  entry  into  an  oc¬ 
cupation  that  offers  many  job  opportunities. 

Graduates  of  the  Auto  Body  Repair  program  are  qualified  for  jobs  in  which 
they  remove  dents  in  automobile  bodies  and  fenders;  take  off  fenders  and 
replace  them  with  new  ones;  straighten  frames,  doors,  hoods,  and  deck  lids;  and 
align  wheels.  In  their  work  these  craftsmen  operate  welding  equipment.  They 
also  make  tests  on  and  repair  engine  cooling  systems.  Auto  body  repairmen 
shrink  stretched  metal  and  prepare  it  for  painting.  They  are  called  on  to  paint  fen¬ 
ders  and/or  panels  as  well  as  to  paint  a  complete  vehicle.  In  addition  to  these 
duties,  auto  body  repairmen  remove,  cut,  fit  and  install  glass.  This  type  of  em¬ 
ployment  includes  reading  and  interpreting  blueprints,  chart  instructions  and  ser¬ 
vice  manuals,  and  wiring  diagrams.  These  repairmen  also  prepare  orders  for 
repairs  and  parts  as  well  as  estimates  and  statements  for  adjusters. 
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AUTO  BODY  REPAIR 

SUGGESTED  SEQUENCE  OF  COURSES  BY  QUARTERS 


Hours 

Per 

Week 

Quarter 

FIRST  QUARTER 

Class 

Hours 

Lab 

Shop 

Credit 

AUT  1111 

Auto  Body  Repair 

3 

0 

12 

MAT  1101 

Fundamentals  of  Mathematics 

5 

0 

0 

5 

PHY  1111 

Vocational  Physics 

2 

2 

0 

3 

ENG  1101 

Reading  Improvement 

2 

0 

0 

2 

DFT  1101 

Schematics  Et  Diagrams:  Power  Mechanics 

0 

0 

3 

1 

12 

2 

15 

18 

SECOND  QUARTER 

AUT  1112 

Auto  Body  Repair 

3 

0 

12 

7 

WLD  1106 

General  Auto  Welding 

0 

0 

6 

2 

PSY  1112 

Vocational  Physics 

3 

2 

0 

4 

ENG  1102 

Communications  Skills 

3 

0 

0 

3 

9 

2 

18 

16 

THIRD  QUARTER 

AUT  1113 

Metal  Finishing  and  Painting 

3 

0 

12 

7 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

AUT  1115 

Trim,  Glass  and  Radiator  Repair 

2 

0 

9 

5 

8 

0 

21 

15 

FOURTH  QUARTER 

AUT  1114 

Body  Shop  Applications 

3 

0 

21 

10 

BUWS1103 

Small  Business  Operations 

3 

0 

0 

3 

6 

0 

21 

13 

AUTO  BODY  REPAIR 
(First  Year) 


FIRST  QUARTER 


Hours  Per  Week  Quarter 
Hours 

Class  Lab  Shop  Credit 


AUT  nil  Auto  Body  Repair  3  0  12  7 

Basic  principles  of  automobile  construction,  design,  and  manufacturing.  A  thorough  study 
of  angles,  crown,  and  forming  of  steel  into  the  complex  contour  of  the  present  day 
vehicles.  Application  of  the  basic  principles  of  straightening,  aligning,  and  painting  of 
damaged  areas.  Prerequisite:  None 


MAT  1101  Fundamentals  of  Mathematics  5  0  0  5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  subtraction,  multiplication, 
and  division.  Fractions,  decimals,  powers  and  roots,  percentages,  ratio,  and  proportion. 
Plane  and  solid  geometric  figures  used  in  industry;  measurement  of  surfaces  and  volumes. 
Introduction  to  algebra  used  in  trades.  Practice  in  depth.  Prerequisite:  None 


109 


PHY  1 1 1 1  Vocational  Physics  2  2  0  3 

An  introductory  course  in  basic  physical  principles  for  the  vocational  student.  Topics  in¬ 
clude  scale  reading,  measurement,  metric  system,  properties  of  matter,  force,  torque, 
work,  power,  simple  machines,  pressure,  and  basic  hydraulic  principles.  A  strong  emphasis 
is  placed  on  applications  to  vocational  areas.  Related  laboratory  exercises  are  included. 

ENG  1101  Reading  Improvement  0  0  2  2 

Designed  to  improve  the  student's  ability  to  read  rapidly  and  accurately.  Use  of  special 
machines  for  class  drill  to  broaden  the  span  of  recognition,  to  increase  eye  coordination 
and  word  group  recognition,  and  to  train  for  comprehension  in  larger  units.  Prerequisite: 
None 

DFT  1101  Schematics  &  Diagrams: 

Power  Mechanics  0  0  3  1 

Interpretation  and  reading  of  blueprints  and  development  of  ability  to  read  and  interpret 
blueprints,  charts  instruction  and  service  manuals,  and  wiring  diagrams.  Information  on  the 
basic  principles  of  lines,  views,  dimensioning  procedures,  and  notes.  Prerequisite:  None 


SECOND  QUARTER 


AUT  1112  Auto  Body  Repair  3  0  12  7 

A  thorough  study  of  the  requirements  for  a  metal  worker,  including  the  use  of  essential 
tools,  forming  fender  flanges  and  beads,  and  straightening  typical  auto  body  damage. 
Acquirement  of  skills  such  as  shaping  angles,  crowns,  and  contour  of  the  metal  of  the  body 
and  fenders.  Metal  working  and  painting.  Prerequisite:  None 

WLD  1106  General  Auto  Welding  0  0  6  2 

Welding  practices  on  material  applicable  to  the  installation  of  body  panels  and  repairs  to 
doors,  fenders,  hoods,  and  deck  lids.  Student  runs  beads,  does  butt  and  fillet  welding.  Per¬ 
forms  tests  to  detect  strength  and  weaknesses  of  welded  joints.  Emphasis  on  safety 
procedures  throughout  the  course.  Prerequisite:  None 

PHY  1112  Vocational  Physics  3  2  0  4 

A  continuation  of  PHY  1111.  Topics  include  static  electricity,  direct  current,  Ohm's  Law, 
magnetism,  generators,  motors,  alternating  current,  transformers,  condensers,  tem¬ 
perature,  heat,  specific  heat,  and  thermal  expansion.  Principles  and  concepts  are  presented 
through  student  investigations  of  a  few  selected  devices  and  systems.  Laboratory  exercises 
are  an  integral  part  of  the  course.  Prerequisite:  PHY  1111 

ENG  1102  Communications  Skills  3  0  0  3 

Designed  to  promote  effective  communication  through  correct  language  usage  in  speaking 
and  writing.  Prerequisite:  None 

THIRD  QUARTER 

AUT  1113  Metal  Finishing  and  Painting  3  0  12  78 

Development  of  the  skill  of  shrinking  stretched  metal,  soldering  and  leading,  and 
preparation  of  the  metal  for  painting.  Straightening  of  doors,  hoods,  and  deck  lids,  fitting 
and  aligning,  painting  fenders  and  panels,  spot  repairs,  and  complete  vehicle  painting.  Use 
and  application  of  power  tools.  Prerequisite:  None 

PSY  1101  Human  Relations  3  0  0  3 

A  study  of  the  basic  principles  of  human  behavior.  The  problems  of  the  individual  are 
studied  in  relation  to  society,  group  membership,  and  relationships  within  the  work 
situation.  Prerequisite:  None 
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AUT  1115  Trim,  Glass  and  Raditor  Repair  2  0  9  5 

Methods  of  removing  and  installing  interior  trim;  cutting,  sewing,  and  installing  headlinings, 
seat  covers,  and  door  trim  panels;  painting  of  trim  parts  and  accessories.  Glass  removal, 
cutting,  fitting,  and  installation.  A  thorough  study  of  the  engine  cooling  system,  repairing 
and  replacing  damaged  cooling  system  components.  Tests  to  insure  normal  engine  cooling 
operation.  Prerequisite:  None 


FOURTH  QUARTER 

AUT  1114  Body  Shop  Applications  3  0  21  10 

General  introduction  and  instruction  in  the  automotive  frame  and  front  end  suspension 
systems,  the  methods  of  operation  and  control,  and  the  safety  of  the  vehicle.  Unit  job  ap¬ 
plication  covers  straightening  of  frames  and  front  wheel  alignment.  Application  of  all 
phases  of  training.  Repair  order  writing,  parts  purchasing,  estimates  of  damage,  and 
developing  the  final  settlement  with  the  adjustor.  Prerequisite:  None 

BUS  1103  Small  Business  Operations  3  0  0  3 

An  introduction  to  the  business  world,  problems  of  small  business  operation,  basic 
business  law,  business  forms  and  records,  financial  problems,  ordering  and  inventorying, 
layout  of  equipment  and  offices,  methods  of  improving  business,  and  employer-employee 
relations.  Prerequisite:  None 


AUTO  BODY  REPAIR  (ADVANCED) 

SUGGESTED  SEQUENCE  OF  COURSE  BY  QUARTERS 


FIFTH  QUARTER 

AUT  1201  Advanced  Sheet  Metal  Welding  or 

Hours 

Class 

Per 

Week 

Shop 

Quarter 

Hours 

Credit 

PME  1101  Internal  Combustion  Engines 

3 

0 

12 

7 

AUT  1202  Quarter  Panel  Replacement 

3 

0 

12 

7 

SIXTH  QUARTER 

• 

AUT  1211  Advanced  Painting  Techniques 

3 

0 

12 

7 

AUT  1212  Advanced  Interior  Repair 

3 

0 

12 

7 

6 

0 

24 

14 

SEVENTH  QUARTER 

AUT 

1221 

Vinyl  Top  Repair 

1 

0 

3 

2 

AUT 

1222 

Frame  Repair 

2 

0 

3 

3 

AUT 

1223 

Service  Management  Procedures 

3 

0 

15 

8 

6 

0 

21 

13 
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AUTO  BODY  REPAIR 
ADVANCED 


FIFTH  QUARTER 


Hours  Per 
Class  Shop 


Week  Quarter 
Hours 
Lab  Credit 


AUT  1201  Advanced  Sheet  Metal  Welding  3  0  12  7 

This  course  provides  the  student  with  the  advanced  skills  of  joining  and  filling  sheet  metal 
parts  on  an  automobile.  The  great  skill  required  to  perform  such  operations  on  the  modern 
automobile  is  important  for  a  smooth,  professional  finish. 


PME  1101  Internal  Combustion  Engines  3  0  12  7 

Development  of  a  thorough  knowledge  and  ability  in  using,  maintaining,  and  storing  the 
various  hand  tools  and  rrieasuring  devices  needed  in  engine  repair  work.  Study  of  the  con¬ 
struction  and  operation  of  components  of  internal  combustion  engines.  Testing  of  engine 
performance;  servicing  and  maintenance  of  pistons,  valves,  cams  and  camshafts,  fuel  and 
exhaust  systems,  cooling  systems;  proper  lubrication;  and  methods  of  testing,  diagnosing 
and  repairing.  Prerequisite:  None 


AUT  1202  Quarter  Panel  Replacement  3  0  12  7 

With  so  many  different  makes  and  models  of  automobiles  on  the  road  today,  it  is  essential 
that  the  auto  body  repairman  be  able  to  replace  each  quarter  panel  quickly  and  efficiently. 
Increased  skill  in  this  area  is  needed  by  the  competent  body  man. 


SIXTH  QUARTER 


AUT  1211  Advanced  Painting  Techniques  3  0  12  7 

Techniques  of  paint  application  with  various  types  of  auto  paints  is  studied  and  practiced. 
Specialized  painting  skills  are  developed  that  will  enable  the  student  to  make  smooth  ap¬ 
plication  of  paints  in  varying  situations. 

AUT  1212  Advanced  Interior  Repair  3  0  12  7 

Repair  and  reconditioning  of  auto  interior  is  studied  in  depth  to  allow  the  body  repairman  to 
properly  fix  interiors. 

SEVENTH  QUARTER 

AUT  1221  Vinyl  Top  Repair  10  3  2 

The  repair  and  reconditioning  of  vinyl  tops  is  studied.  Most  of  today's  cars  have  vinyl  tops 
which  need  repair  in  many  minor  as  well  as  severe  accidents. 

AUT  1222  Frame  Repair  2  0  3  3 

The  advanced  techniques  of  frame  repair  enable  the  student  to  straighten  bent  frames  and 
correctly  align  them. 

AUT  1223  Service  Management  Procedures  3  0  15  8 

Provides  the  student  with  management  experience  in  all  areas  of  shop  procedures. 
Develops  self-confidence  and  initiative  of  student. 
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AUTOMOTIVE  MECHANICS 


The  automobile  industry  ranks  as  one  of  the  largest  and  most  universal  in¬ 
dustries  and  is  a  source  of  many  job  opportunities.  New  scientific  discoveries 
and  changes  in  engineering  and  design  make  this  a  challenging  and  interesting 
occuaption. 

The  well-trained  auto  mechanic  is  a  respected  and  sought  after  tradesman. 
This  is  the  largest  service  and  repair  occupation  in  our  country,  requiring  over 
10,000  employee  replacements  each  year.  Opportunity  is  dependent  on  ability. 

The  automotive  curriculum  at  Edgecombe  Technical  Institute  provides 
training  opportunities  for  developing  the  basic  knowledge  and  skills  needed  to  in¬ 
spect,  diagnose,  repair  or  adjust  automotive  vehicles.  Manual  skills  are 
developed  in  practical  shop  work.  An  understanding  of  the  principles  involved  is 
gained  in  class  discussions  and  assignments. 

AUTOMOTIVE  MECHANICS 
Suggested  Sequence  Of  Courses  By  Quarters 


Hours 

Per  ' 

Week 

Quarter 

FIRST  QUARTER 

Hours 

Class 

Lab  Shop 

Credit 

PME 

1101 

Internal  Combustion  Engines 

3 

0 

12 

7 

MAT 

1101 

Fundamentals  of  Mathematics 

5 

0 

0 

5 

ENG 

1101 

Reading  Improvement 

2 

0 

0 

2 

PHY 

1111 

Vocational  Physics 

2 

2 

0 

3 

DFT 

1101 

Schematics  and  Diagrams:  Power  Mechanics 

0 

0 

3 

1 

12 

2 

15 

18 

SECOND  QUARTER 

PME 

1102 

Auto  Electrical  System 

3 

0 

8 

5 

PME 

1103 

Auto  Fuel  System 

3 

0 

8 

5 

ENG 

1102 

Communication  Skills 

3 

0 

0 

3 

PHY 

1112 

Vocational  Physics 

3 

2 

0 

4 

12 

2 

16 

17 
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THIRD  QUARTER 


AUT 

1123 

Automotive  Chassis  and  Suspensions  System  3 

0 

9 

6 

AUT 

1121 

Braking  Systems 

3 

0 

3 

4 

PSY 

1101 

Human  Relations 

3 

0 

0 

3 

AHR 

1101 

Automotive  Air  Conditioning 

2 

0 

3 

3 

WLD 

1101 

Basic  Gas  Welding 

0 

0 

3 

1 

11 

0 

18 

17 

FOURTH  QUARTER 

AUT 

1124 

Automotive  Power  Train  Systems 

3 

0 

9 

6 

AUT 

1125 

Automotive  Servicing 

3 

0 

9 

6 

BUS 

1103 

Small  Business  Operations 

3 

0 

0 

3 

9 

0 

18 

15 

AUTOMOTIVE  MECHANICS 
FIRST  YEAR 


Hours  Per  Week  Quarter 
Hours 

FIRST  QUARTER  Class  Lab  Shop  Credit 

PHE  1101  Internal  Combustion  Engines  3  0  12  7 

Development  of  a  thorough  knowledge  and  ability  in  using,  maintaining,  and  storing  the 
various  hand  tools  and  measuring  devices  needed  in  engine  repair  work.  Study  of  the  con¬ 
struction  and  operation  of  components  of  internal  combustion  engines.  Testing  of  engine 
performance;  servicing  and  maintenance  of  pistons,  valves,  cams  and  camshafts,  fuel  and 
exhaust  systems,  cooling  systems;  proper  lubrication;  and  methods  of  testing,  diagnosing 
and  repairing.  Prerequisite:  None 

MAT  1101  Fundamentals  of  Mathematics  5  0  0  5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  subtraction,  multiplication, 
and  division.  Fractions,  decimals,  powers  and  roots,  percentages,  ratio,  and  proportion. 
Plane  and  solid  geometric  figures  used  in  industry;  measurment  of  surfaces  and  volumes. 
Introduction  to  algebra  used  in  trades.  Practice  in  depth.  Prerequisite:  None 

ENG  1101  Reading  Improvement  2  0  0  2 

Designed  to  improve  the  student's  ability  to  read  rapidly,  and  accurately.  Use  of  special 
machines  for  class  drill  to  broaden  the  span  of  recognition,  to  increase  eye  coordination 
and  word  group  recognition,  and  to  train  for  comprehension  in  larger  units.  Prerequisite: 
None 

PHY  1111  Vocational  Physics  3  2  0  3 

An  introductory  course  in  basic  physical  principles  for  the  vocational  student.  Topics  in¬ 
clude  scale  reading,  measurement,  metric  system,  properties  of  matter,  force  torque, 
work,  power,  simple  machines,  pressure,  and  basic  hydraulic  principles.  A  strong  emphasis 
is  placed  on  applications  to  vocational  areas.  Related  laboratory  exercises  are  included. 

DFT  1101  Schematics  and  Diagrams:  Power  Mechanics  0  0  3  1 

Interpretation  and  reading  of  blueprints  and  development  of  ability  to  read  and  interpret 
blueprints,  charts,  instruction  and  service  manuals,  and  wiring  diagrams.  Information  on 
the  basic  principles  of  lines,  views,  dimensioning  procedures,  and  notes.  Prerequisite:  None 
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SECOND  QUARTER 


PME  1102  Auto  Electrical  System  3  0  8  5 

A  study  of  the  electrical  system  of  the  automobile.  The  battery,  cranking  mechanism, 
generator,  ignition,  accessories,  and  wiring  are  studied  in  theory  and  practical  application. 

PME  1 1 03  Auto  Fuel  System  3  0  8  5 

Fuel  pumps,  carburetors,  fuel  injectors,  and  lines  are  studied  in  detail.  The  student  will  learn 
the  specialized  tools  and  testing  equipment  necessary  to  repair  and  maintain  the  fuel 
system. 

ENG  1102  Communication  Skills  3  0  0  3 

Designed  to  promote  effective  communication  through  correct  language  usage  in 
speaking  and  writing.  Prerequisite:  None 

PHY  1112  Vocational  Physics  3  2  0  4 

A  continuation  of  PHY  1111.  Topics  include  static  electricity,  direct  current,  Ohm's  Law, 
magnetism,  generators,  motors,  alternating  current,  transformers,  condensers,  tem¬ 
perature,  heat,  specific  heat,  and  thermal  expansion.  Principles  and  concepts  are  presented 
through  student  investigations  of  a  few  selected  devices  and  systems.  Laboratory  exercises 
are  an  integral  part  of  the  course.  Prerequisite:  PHY  1111 

THIRD  QUARTER 

AUT  1123  Automotive  Chassis  and 

Suspensions  Systems  3  0  9  6 

Principles  and  functions  of  the  components  of  automotive  chassis.  Practical  job  instruction 
in  adjusting  and  repairing  of  suspension  and  steering  systems.  Units  to  be  studied:  shock 
absorbers,  springs,  steering  systems,  steering  linkage,  and  front  end  alignment. 
Prerequisite:  PME  1102 

AUT  1121  Braking  Systems  3  0  3  4 

A  complete  study  of  various  braking  systems  employed  on  automobiles  and  light  weight 
trucks.  Emphasis  on  how  they  operate,  proper  adjustment,  and  repair.  Prerequisite:  PHY 
1102 

PHY  1101  Human  Relations  3  0  0  3 

A  study  of  the  basic  principles  of  human  behavior.  The  problems  of  the  individual  are 
studied  in  relation  to  society,  group  membership,  and  relationships  within  the  work 
situation.  Prerequisite:  None 

AHR  1101  Automotive  Air  Conditioning  2  0  3  3 

General  introduction  to  the  principles  of  refrigeration;  study  of  the  assembly  of  the  com¬ 
ponents  and  connections  necessary  in  the  mechanisms,  the  methods  of  operation,  and 
control;  proper  handling  of  refrigerants  in  charging  the  system.  Prerequisite:  PHY  1 102 

WLD  1101  Basic  Gas  Welding  0  0  3  1 

Welding  demonstrations  by  the  instrutor  and  practice  by  students  in  the  welding  shop. 
Safe  and  correct  methods  of  assembling  and  operating  the  welding  equipment.  Practice 
given  for  surface  welding,  bronze  welding,  silver  soldering,  and  flamecutting  methods  ap¬ 
plicable.  Prerequisite:  None 


FOURTH  QUARTER 

AUT  1124  Automotive  Power  Train  Systems  3  0  9  6 

Principles  and  functions  of  automotive  power  train  systems:  clutches,  transmission  gears, 
torque  coverters,  drive  shaft  assemblies,  rear  axles,  and  differentials.  Identification  of 
troubles,  servicing,  and  repair.  Prerequisite:  PHY  1102,  AUT  1 123 
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AUT  1125  Automotive  Servicing  3  0  9  6 

Emphasis  on  the  shop  procedures  necessary  in  determining  the  nature  of  troubles 
developed  in  the  various  component  systems  of  the  automobile.  Troubleshooting  of 
automotive  systems,  providing  a  full  range  of  experiences  in  testing,  adjusting,  repairing, 
and  replacing.  Prerequisite:  AUT  1123,  AUT  1121,  AHR  1101 

BUS  1103  Small  Business  Operations  3  0  0  3 

An  introduction  to  the  business  world,  problems  of  small  business  operation,  basic 
business  law,  business  forms  and  records,  financial  problems,  ordering  and  inventorying, 
layout  of  equipment  and  offices,  methods  of  improving  business,  and  employer-employee 
relations.  Prerequisite:  None 


AUTOMOTIVE  MECHANICS 
ADVANCED 


Hours  Per 

Week 

Quarter 

FIFTH  QUARTER 

Class 

Lab 

Shop 

Hours 

Credit 

PME 

1102p  Electrical  Testing  Equipment  or 

3 

0 

12 

7 

AUT 

1111  Auto  Body  Repair 

3 

0 

12 

7 

PME 

1 1 03p  Advanced  Internal  Combustion  Engines 

3 

0 

12 

7 

6 

0 

24 

14 

SIXTH  QUARTER 

PME 

1124P  Automatic  Transmissions 

3 

0 

6 

5 

PME 

1125  Auto  Emissions  Systems 

3 

0 

3 

4 

PME 

1126P  Service  Management  Procedures 

3 

0 

12 

7 

~9 

0 

21 

16 

SEVEN 

iTH  QUARTER 

AUT 

1 1 22  Power  Accessories 

1 

0 

3 

2 

AUT 

1109  T roubleshooting  Automotive  Systems 

2 

0 

9 

5 

PME 

1126  Small  Engine  Repair 

3 

0 

6 

2 

SPA 

1298  Special  Problems 

2 

0 

7 

4 

5 

0 

25 

13 

AUTOMOTIVE  MECHANICS 
ADVANCED 


FIFTH  QUARTER 


Hours 

Per 

Week 

Quarter 

Hours 

Class 

Lab 

Shop 

Credit 

PME  1 102P  Electrical  Testing  Equipment  3  0  12 

The  theory  and  operation  of  various  automobile  electrical  units  and  systems,  and  the  equip¬ 
ment  used  to  diagnose  and  repair  an  automobile  are  studied  in  detail. 
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AUT  1111  Auto  Body  Reapir  3  0  12  7 

Basic  principles  of  automobile  construction,  design,  and  manufacturing.  A  thorough  study 
of  angles,  crown,  and  forming  of  steel  into  the  complex  contour  of  the  present  day 
vehicles.  Application  of  the  basic  principles  of  straightening,  aligning,  and  painting  of 
damaged  areas.  Prerequisite:  None 

PME  1 103P  Advanced  Internal  Combustion  Engines  3  0  12  7 

An  indepth  study  of  the  internal  combustion  engine  with  emphasis  on  disassembly  and 
reassembly  of  engines  in  motor  rebuilding.  Engine  components  and  specifications  are 
studied  along  with  techniques  of  installation. 

SIXTH  QUARTER 

PME  1 124p  Automatic  Transmission  3  0  6  5 

This  course  is  designed  to  provide  a  measure  of  depth  in  the  understanding  of  automatic 
transmissions.  Instruction  includes  classroom  study,  demonstrations,  and  student  par¬ 
ticipation  in  dissassembly,  reassembly,  and  testing  of  automatic  transmissions.  Instruction 
includes  classroom  study,  demonstrations,  and  student  participation  in  dissassembly, 
reassembly,  and  testing  of  automatic  transmissions.  The  student  is  acquainted  with  the 
basic  principles  of  automatic  transmissions,  and  his  skill  developed  in  servicing  and 
repairing  most  of  the  popular  types  of  automatic  transmissions. 

PME  1125  Auto  Emissions  Systems  3  0  3  4 

Emphasis  on  shop  procedures  necessary  in  determining  the  nature  of  troubles  developed  in 
the  various  component  systems  of  the  automobile.  Troubleshooting  of  automotive 
systems,  providing  a  full  range  of  experiences  in  testing,  adjusting,  repairing,  and  replacing. 
Prerequisite:  AUT  1123,  AUT  1 121 ,  AHR  1 101 

PME  1 1 26P  Service  Management  Procedures  3  0  12  7 

This  course  is  designed  to  provide  the  skills  necessary  for  the  students  to  get  actual  ex¬ 
perience  in  service  management  procedures.  The  student  is  given  indepth  experiences  in 
diagnosis,  testing,  adjusting,  repairing,  and  replacing  component  parts.  A  close  simulation 
to  an  actual  automotive  shop  situation  will  be  maintained. 

SEVENTH  QUARTER 

AUT  1122  Power  Accessories  10  3  2 

A  study  of  service  and  repair  of  the  common  power  accessories  found  in  the  modern 
automobile.  Major  emphasis  will  be  on  power  brakes  and  power  steering.  Other  means  of 
study  will  include  power  window  lifts,  power  seats,  windshield  wipers,  heaters,  defrosters, 
and  directional  signals.  Further  emphasis  will  be  placed  on  being  able  to  troubleshoot  these 
items  as  well  as  repair. 

AUT  1109  Troubleshooting  Automotive  Systems  2  0  9  5 

Emphasis  is  placed  on  the  shop  procedures  necessary  in  determining  the  nature  of  troubles 
developed  in  the  various  component  systems  of  the  automobile.  This  course  is  an  op¬ 
portunity  to  apply  some  of  the  knowledge  gained  in  the  previous  specialized  courses. 
Troubleshooting  of  automotive  systems  provide  a  full  range  of  experiences  in  testing,  ad¬ 
justing,  repairing,  and  replacing.  All  of  the  previously  studied  shop  equipment  will  be  used. 

PME  1126  Small  Engine  Repair  0  0  6  2 

This  course  will  give  individuals  the  skills  and  knowledge  necessary  for  employment  as 
repairmen  of  small  engines.  Skill  in  servicing  and  repairing  is  developed  through  practical 
shop  work.  A  thorough  understanding  of  the  operating  principles  of  this  equipment  is 
provided  through  classroom  instruction,  group  discussions,  and  shop  practice. 

SPA  1298  Special  Problems  0  7  4  2 

In  some  instances,  veterans  will  have  to  enroll  in  special  courses  in  order  to  comply  with 
regulations.  Special  problem  courses  will  provide  the  student  with  additional  assigned 
study  in  the  students'  major  area  of  study  under  super 
-vision  of  an  instructor.  Special  problem  courses  will  be  reported  as  laboratory  study  and 
students  v,  qi^en  '  -edit  and  the  grade  will  be  computed  in  the  grade  point  average. 
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CHILD  CARE  WORKER 

There  is  presently  an  acute  shortage  of  personnel  prepared  to  work  with  the 
preschool  child.  With  many  mothers  of  young  children  returning  to  the  labor 
market,  the  number  of  young  children  in  out-of-the-home  care  is  increasing 
rapidly.  Recent  studies  have  re-emphasized  the  importance  of  fostering  optimal 
development  during  the  early  years  of  life.  The  curriculum  includes  both  the 
classroom  and  field  experiences  for  each  student.  The  clasroom  includes 
theoretical  topics,  demonstrations  of  practical  applications,  and  student 
discussions  to  promote  understandings  of  the  developmental  philosophy  toward 
early  childhood.  The  field  experience  provides  the  opportunity  for  an  individual 
to  work  with  the  young  child. 

The  child  care  worker  assists  professional  personnel  in  developing  and 
implementing  planned  programs  of  activities  for  young  children.  Graduates  of 
this  program  may  find  employment  in  day  care  centers,  nursery  schools, 
kindergartens,  child  development  centers,  institutions,  camps  and  recreation 
centers. 


CHILD  CARE  WORKER 

SUGGESTED  SEQUENCE  OF  COURSE  BY  QUARTER 


FIRST  QUARTER  Hours  Per  Week  Quarter 

Hours 


Class 

Shop 

Lab 

Credit 

EDU 

1001 

The  Nature  and  Scope  of  Day  Care  for 

Young  Children 

5 

0 

0 

5 

EDU 

1002 

Health  and  Safety  of  Young  Children 

5 

0 

0 

6 

EDU 

1003 

Creative  Activities  for  Young  Children 

5 

0 

3 

6 

EDU 

1004 

Field  Experience  in  Child  Care  1 

0 

0 

6 

2 

15 

0 

9 

19 

SECOND  QUARTER 

EDU 

1005 

Working  with  the  Young  Child 

3 

0 

0 

3 

EDU 

1006 

Communicating  Effectively  with  the 

Young  Child 

3 

0 

0 

3 

EDU 

1007 

Music  in  the  Early  Childhood  Program 

2 

0 

3 

3 

EDU 

1008 

Science  in  the  Early  Childhood  Program 

2 

0 

3 

3 

EDU 

1009 

Art  in  the  Early  Childhood  Program 

2 

0 

3 

3 

EDU 

1016 

Field  Experience  in  Child  Care  II 

0 

0 

9 

3 

12 

0 

18 

18 

THIRD  QUARTER 

ECU 

1010 

Working  with  the  Young  Child  with 

Problems 

3 

0 

0 

3 

EDU 

1011 

Conceptual  and  Language  Development 

3 

0 

0 

3 

EDU 

1012 

Literature  in  the  Early  Childhood 

Program 

3 

0 

0 

3 

EDU 

1014 

Administration  and  Supervision  in  a 

Preschool  Facility 

6 

0 

0 

6 

EDU 

1017 

Field  Experience  in  Child  Care  III 

0 

0 

9 

3 

15 

0 

9 

18 
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CHILD  CARE  WORKER 
COURSE  DESCRIPTIONS 


Hours  Per  Week  Quarter 
Hours 

FIRST  QUARTER  Class  Lab  Credit 

EDU  1001  The  nature  and  Scope  of  Day  Care  of  Young  Children  5  0  5 

Designed  to  promote  understanding  of  the  role  and  responsibilities  of  day  care  workers. 
Classroom  activities  include  study  of  personal  adjustment,  the  developmental  sequence  in 
infancy  and  childhood,  and  needs  of  young  children  for  optimal  intellectual,  emotional, 
and  social  development.  The  importance  of  the  adult-child  relationship  is  emphasized 
throughout  the  course.  Prerequisite:  None 

EDU  1002  Health  and  Safety  of  Young  Children  5  0  6 

Designed  to  promote  understanding  of  factors  which  influence  physical  and  emotional 
health  during  infancy  and  childhood.  Classroom  activities  focus  on  practices  and 
procedures  for  promoting  good  health  among  children  in  group  care.  The  influence  of  child 
care  workers  on  health  and  safety  and  on  the  teaching  of  health  habits  is  emphasized 
throughout  the  course.  Prerequisite:  None 

EDU  1003  Creative  Activities  for  Young  Children  5  3  6 

Designed  to  promote  appreciation  for  the  importance  of  a  varied  program  of  activities  for 
young  children  and  to  develop  understanding  of  types  of  activities  which  should  be 
provided  in  a  group  care  facility.  Classroom  activities  include  discussion  of  media  and 
techniques,  experimentation  with  various  media,  and  participation  in  planning  activity 
programs  for  different  age  groups.  Prerequisite:  None 

EDU  1004  Field  Experience  in  Child  Care  I  0  6  2 

Designed  to  provide  opportunities  for  students  to  apply  classroom  learnings  to  observation 
of  young  children  and  to  participate  in  their  care  under  the  supervision  of  the  teacher. 
Experience  in  various  types  of  child  care  facilities  will  be  related  to  classroom  learnings 
through  assignments,  group  discussions,  and  conferences.  This  course  outline  is  intended 
to  indicate  the  experiences  needed  to  reinforce  learnings  of  EDU  1001,  EDU  1002,  and  EDU 
1003.  Satisfactory  performance  in  EDU  1004  is  required  for  completion  of  the  basic  pre¬ 
employment  course  for  child  care  workers.  Prerequisite:  None 


SECOND  QUARTER 

EDU  1005  Working  with  the  Young  Child  3  0  3 

An  introduction  to  the  relationship  of  developmental  stages  to  behavior  patterns,  with 
emphasis  on  those  methods  of  interacting  with  children  which  promote  healthy  progress 
from  one  developmental  stage  to  the  next.  Discussions  and  assignments  are  designed  to 
develop  insight  into  the  student's  own  attitudes  and  biases,  as  a  basis  for  self¬ 
understanding  and  increased  capacity  for  relating  to  children  and  adults  effectively. 
Prerequisite:  None 


EDU  1006  Communicating  Effectively  with  the  Young  Child  3  0  3 

Study  of  language  development  in  relation  to  adult  models  and  the  child's  early 
experiences.  Remedial  approaches  to  improving  the  student's  oral  communication  by 
serving  as  an  effective  model.  Case  studies  provide  opportunities  to  analyze  problems  of 
adult-child  communication  and  to  derive  guidelines  for  establishing  effective 
communication  patterns  with  young  children.  Prerequisite:  None 
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EDU  1007  Music  in  the  Early  Childhood  Program  2  3  3 

Study  of  music  which  is  appropriate  for  young  children  and  ways  of  integrating  music  into 
the  total  program  of  activities.  Students  learn  to  utilize  a  wide  variety  of  materials  for 
rhythm,  instrumental  performance,  and  dramatic  play.  Laboratory  sessions  provide 
opportunities  for  learning  songs  and  developing  extensive  files;  field  experience  provides 
opportunities  to  participate  in  and  evaluate  music  activities  for  various  age  groups. 
Prerequisite:  None 

EDU  1008  Science  in  the  Early  Childhood  Program  2  3  3 

Study  of  those  scientific  facts,  concepts,  and  phenomena  that  are  of  interest  to  young 
childern.  Laboratory  experiences  provide  opportunities  to  carry  out  simple  experiments  in 
which  young  children  could  participate.  Each  student  will  plan  a  science  program  which 
could  be  used  as  an  integral  componenet  of  the  overall  program  for  young  children  in  group 
care.  Prerequisite:  None 

EDU  1009  Art  in  the  Early  Childhood  Program  2  3  3 

Study  of  art  media  in  relation  to  the  creative  process  in  young  children,  of  the  education 
component  that  each  medium  reinforces,  and  of  the  ways  a  variety  of  low-cost  activities 
can  be  incorporated  into  a  program  for  young  children.  Laboratory  sessions  provide  first¬ 
hand  experience  with  all  of  the  media,  opportunities  to  explore  the  uses  of  each,  and 
practice  in  the  care  and  storage  of  materials.  Each  student  will  pian  a  meaningful  sequence 
of  art  activities  which  could  be  incorporated  into  a  program  for  young  children. 
Prerequisite:  None 

EDU  1016  Field  Experience  in  Child  Care  II  0  9  3 

Designed  to  provide  opportunities  for  students  to  apply  to  classroom  learnings  to 
observation  of  young  children  and  to  participate  in  their  care  under  the  supervision  of  the 
teacher.  Experience  in  various  types  of  child  care  facilities  will  be  related  to  classroom 
learnings  through  assignments,  group  discussions,  and  conferences.  This  course  outline  is 
intended  to  indicate  the  experiences  needed  to  reinforce  learnings  of  EDU  1001,  EDU  1002, 
and  EDU  1003.  Satisfactory  performance  in  EDU  1004  is  required  for  completion  of  the 
basis  pre-employment  course  for  child  care  workers.  Prerequisite:  None 


THIRD  QUARTER 

EDU  1010  Working  with  the  Young  Child  with  Problems  3  0  3 

Further  study  of  behavior  in  relation  to  developmental  stages,  with  emphasis  on  behavior 
which  is  symptomatic  of  emotional  or  physical  handicaps.  Case  studies  and  field 
observations  are  utilized  for  analysis  of  problems  commonly  encountered  in  group 
situations.  Effective  interaction  and  other  types  of  remedial  help  are  explored.  Behavior  of 
the  child  care  worker  is  analyzed  as  a  possible  factor  in  contributing  to  or  alleviating 
maladjustment,  with  focus  on  the  importance  of  constructively  utilizing  an  analytic 
approach  to  self-development  and  to  improved  interpersonal  skills.  Prerequisite:  None 

EDU  1011  Conceptual  and  Language  Development  3  0  3 

Study  of  means  for  helping  children  develop  in  their  ability  to  communicate  and  to 
formulate  concepts  about  their  environment.  Emphasis  is  on  utilization  of  all  facets  of  the 
program  to  reinforce  concept  development  and  to  increase  vocabulary  through  stimulation 
of  oral  communication.  Reading  assignments  and  recordings  of  children's  speech  provide 
opportunities  to  study  speech  development,  to  establish  realistic  expectations  and  to 
identify  children  with  needs  for  special  attention  to  language  development.  Prerequisite: 
None 

EDU  1012  Literature  in  the  Early  Childhood  Program  34  0  3 

Study  of  literature  for  young  children,  with  emphasis  on  criteria  for  evaluating  the  literary 
value  of  children's  books.  Extensive  reading  and  development  of  a  topical  file  provide 
resources  for  selection  of  appropriate  materials  to  use  in  field  practice,  to  develop  skill  in 
oral  reading  and  in  story  telling.  Prerequisite:  None 
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EDU  1014  Administration  and  Supervision  in  a 

Pre-school  Facility  6  0  6 

Designed  to  assist  students  to  develop  a  philosophy  of  preschool  education  which  can 
serve  as  a  guide  in  establishina  Dolicies  and  procedures  for  the  operation  of  a  center  for 
group  care  of  young  children.  Emphasis  is  given  to  principles  of  supervision  and  techniques 

for  promoting  acceptance  of  a  philosophy  by  the  total  staff.  Prerequisite:  None 

EDU  1017  Field  Experience  in  Child  Care  !l!  0  9  3 

Designed  to  provide  opportunities  for  students  to  apply  classroom  learnings  to  observation 
of  young  children  and  to  participate  in  their  care  under  the  supervision  of  the  teacher. 
Experience  in  various  types  of  child  care  facilities  will  be  related  to  classroom  learnings 
through  assignments,  group  discussions,  and  conferences.  This  course  outline  is  intended 
to  indicate  the  experiences  needed  to  reinforce  learnings  of  EDU  1001,  EDU1002,  and 
EDU1003.  Satisfactory  performance  in  EDU  1004  is  required  for  completion  of  the  basic 
pre-employment  course  for  child  care  workers.  Prerequisite:  None 


COSMETOLOGY 


Today  the  cosmetic  artist  is  called  upon  to  advise  men  and  women  on 
problems  of  make-up,  diet,  and  care  of  the  hair,  skin  and  hands  including  the 
nails.  Cosmetology  has  become  a  science  consisting  of  the  use  of  cosmetics 
based  on  scientific  principles.  The  Cosmetic  Arts  curriculum  is  designed  to 
prepare  the  student  for  employment  in  the  field  of  cosmetology.  The  curriculum 
provides  instruction  and  practice  in  manicuring,  shampooing,  permanent 
waving,  facials,  massages,  scalp  treatments,  hair  cutting  and  styling.  This 
curriculum  is  approved  by  the  North  Carolina  State  Board  of  Cosmetic  Art 
Examiners. 

The  suggested  curriculum  guide  for  the  cosmetology  program  is  based  on  a 
quarter  system.  Assignment  of  contact  hours  to  specific  areas  of  instruction  are 
in  accordance  with  the  minimum  contact  hour  requirement  as  established  by  the 
North  Carolina  State  Board  of  Cosmetic  Art  Examiners. 

The  1200  hour  cosmetology  program  prepares  prospective  beauty  operators 
for  the  North  Carolina  licensing  examination.  Classes  operate  on  a  seven  hour 
per  day  schedule  providing  actual  experience  in  such  customer  services  as 
shampooing,  care  of  the  skin,  massaging,  and  all  other  phases  of  cosmetology. 

A  trained  beautician  is  in  constant  demand.  She  can  find  employment  in  the 
many  beauty  shops  found  in  every  community.  A  cosmetologist  performs  many 
functions  in  providing  beauty  services  for  customers.  Some  of  the  functions  are 
manicuring,  shampooing,  permanent  waving,  facials,  scalp  treatments,  hair 
styling,  bleaching,  and  other  services  demanded  of  a  beautician. 


COSMETOLOGY 

Suggested  Sequence  Of  Courses  By  Quarters 


Hours 

Per  Week 

Quarter 

FIRST  QUARTER 

Class 

Shop 

Lab 

Hours 

Credit 

COS  1001  Scientific  Study  1 

42 

0 

63 

6 

COS  1011  Mannequin  Practice 

13 

0 

213 

7 

55 

0 

285 

13 
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SECOND  QUARTER 


COS  1002  Scientific  Study  II 
COS  1022  Clinical  Application  I 


55  0  00  5 

0  0  275  8 


55  0  275  13 


THIRD  QUARTER 


COS  1003  Scientific  Study  III 
COS  1033  Clinical  Application  II 


55  0  0  5 

0  0  275  8 


55  0  275  13 


FOURTH  QUARTER 


COS  1004  Scientific  IV 

COS  1044  Clinical  Application  III 


55  0  00  5 

0  0  275  8 


55  0  275  13 


COSMETOLOGY 
COURSE  DESCRIPTIONS 


Hours  Per  Week  Quarter 
Hours 

FIRST  QUARTER  Class  Lab  Credit 

COS  1001  Scientific  Study  I  42  63  6 

This  is  a  course  that  includes  a  study  of  professional  ethics,  grooming,  and  personality 
development,  sterilization,  sanitation,  first  aid  and  bacteriology,  cometology  law,  anatomy, 
chemistry,  nails,  nail  disorders,  manicuring,  hair  scalp,  skin,  and  disorders  pertaining  to  the 
hair,  scalp,  and  skin. 

COS  1011  Mannequin  Practice  13  213  7 

A  study  of  finger  waving,  pin  curling,  rollers,  marcelling,  hair  relaxing,  shampooing  and 
rinses,  scalp  treatment,  hair  cutting,  permanent  waving,  hairdressing  and  combing,  hair 
tinting,  bleaching,  frosting,  streaking,  wig  care  and  styling. 

SECOND  QUARTER 


COS  1002  Scientific  Study  II  55  00  5 

A  classroom  study  of  skin,  scalp,  hair,  nails  and  their  disorders,  salesmanship,  permanent 
waving,  marcelling,  relaxing,  hairdressing,  wigs,  and  hair  coloring. 

COS  1022  Clinical  Application  I  0  275  8 

A  study  of  live  model  performance.  This  course  is  designed  to  develop  skills  and 
understanding  of  techniques  and  applications  in  the  areas  of  bacteriology,  pin  curling, 
finger  waving,  rollers,  permanent  waving,  marcelling,  chemical  relaxing,  hairdressing  and 
wigs,  manicuring  and  pedicuring,  skin  and  scalp  disorders,  hair  coloring,  and  hair  cutting. 

THIRD  QUARTER 

COS  1033  Scientific  Study  III  55  0  5 

A  classroom  study  of  anatomy,  manicuring,  chemistry,  cosmetics-facials,  hair  syling, 
theory  of  massage,  scalp  treatments,  superfluous  hair  removal,  grooming  and  hygiene. 
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COS  1033  Clinical  Application  II  0  275  8 

This  course  gives  continued  laboratory  practice  and  application  of  techniques  in  hair 
shaping,  professional  ethics,  manicuring,  chemistry,  cosmetics-facials,  hair  styling,  hair 
coloring  (rinses,  etc.)  and  scalp  treatments. 

FOURTH  QUARTER 

COS  1004  Scientific  IV  55  0  5 

A  classroom  study  of  chemistry,  sanitation,  sterilization,  hair  coloring  and  lash  and  brow 
tinting,  artistry  in  hair  styling,  beauty  salon  salesmanship  management,  electricity,  cold 
waving  and  hair  shaping. 

COS  1044  Clinical  Application  III  0  275  8 

A  continued  study  of  laboratory  practices  in  chemistry,  sanitation,  sterilization,  hair 
coloring  and  lash  and  brow  tinting,  artistry  in  hair  styling,  cold  waving,  and  hair  shaping. 


ELECTRONIC  SERVICING 


Employment  of  television  and  radio  service  technicians  is  expected  to  increase 
rapidly  throughout  the  1970's  due  to  the  growing  number  of  electronic  devices 
produced,  and  due  to  the  rapidly  expanding  electronic  technology. 

The  work  done  by  television  and  radio  service  technicians  involves  installation, 
diagnosing  trouble,  and  making  necessary  repairs  and  adjustments  on  electronic 
equipment. 

The  student  prepares  to  own  his  own  business,  work  in  a  repair  shop,  or  work 
in  industry. 

The  electronic  servicing  curriculum  offers  the  basic  knowledge  and  skills 
necessary  to  the  radio  and  television  technician. 

Repairs  and  adjustments  of  electronic  equipment  are  made  by  the  student  in 
the  laboratory  throughout  the  total  program. 

A  second  year  of  study  is  offered  for  the  student  who  wishes  more  depth  in 
electronics.  The  second  year  is  oriented  toward  commercial  and  industrial 
electronics  and  second-class  FCC  license  preparation. 

ELECTRONIC  SERVICING 
Suggested  Sequence  of  Courses 


Hours 

Per  Week 

Quarter 

Hours 

FIRST  QUARTER 

Class 

Lab 

Shop 

Credit 

MAT 

1115 

Electrical  Math 

5 

0 

0 

5 

ENG 

1101 

Reading  Improvement 

2 

0 

0 

2 

ELC 

1 12A 

D.C.  Circuits 

15 

0 

8 

17 

22 

0 

8 

24 

SECOND  QUARTER 

MAT 

1116 

Electrical  Math 

5 

0 

0 

5 

ENG 

1102 

Communication  Skills 

3 

0 

0 

3 

ELC 

1112B  A.C.  Circuits 

12 

0 

10 

15 

20 

0 

10 

23 
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THIRD  QUARTER 


PSY  1101  Human  Relations 
ELN  1112  Vac.  Tubes  &  Sol.  State 


3  0  0  3 

7  0  20  13 


10  0  20  16 


FOURTH  QUARTER 


BUS  1103  Small  Business  Operations 

ELN  1113  Television  Theory  and  Servicing 

ELN  1125  Radio  Receiver  and  Amplifier  Servicing 


3  0  0  3 

5  0  12  9 

4  0  6  6 


12  0  18  18 


ADVANCED 

FIFTH  QUARTER 


ELN 

1128E  Advanced  ColorT.V. 

ENG 

101 

Grammar 

ELN 

1220 

FCC  Rules  and  Regulations 

ELN 

1132 

Electronic  Systems  Design 

5  0  17  10 

3  0  0  3 

2  0  0  2 

3  0  0  3 


13  0  17  18 


SIXTH  QUARTER 


ELN  1230  FCC  Sec.  Class  Lie.  Preparation 
ELN  1134  Transmitters  and  Rec. 

ELN  1135E  Electronic  Servicing  Techniques 


15  0  0  15 
5  0  5  6 
5  0  0  5 


SEVENTH  QUARTER 


25  0  5  26 


ELN  1240  FCC  First  Class  Lie.  Prep. 

ELN  1140E  Industrial  Electronics  &  Communications 
ELN  1310  Electronic  Project 


7  0  0  7 
5  0  10  8 
0  0  8  2 


12  0  18  17 


ELECTRONIC  SERVICING 
Course  Descriptions  By  Quarters 


Hours  Per  Week  Quarter 

Hours 

FIRST  QUARTER  Class  Lab  Shop  Credit 

MAT  1115  Electrical  Mathematics  5  0  0  5 

This  course  develops  the  mathematical  skills  essential  for  the  electronics  student  who 
desires  a  more  complete  understanding  of  electronics.  Following  a  brief  review  of 
arithmetic,  the  topics  presented  are  operations  on  signed  numbers,  powers  of  ten,  scientific 
notation,  electrical  unit  conversions,  a  study  of  the  fundamental  concepts  of  algebra, 
solution  of  linear  equations  and  selected  quadratic  equations,  graphing  of  equations,  and 
algebraic  manipulation  and  application  of  basic  electrical  formulas.  Prerequisite:  None 
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ENG  1101  Reading  Improvement  2  0  0  2 

Designed  to  improve  the  student's  ability  to  read  rapidly  and  accurately.  Use  of  special 
machines  for  class  drill  to  broaden  the  span  of  recognition,  to  increase  eye  coordination 
and  word  group  recognition,  and  to  train  for  comprehension  in  larger  units.  Prerequisite: 
None 

ELC  1112A  D.C.  Circuits  15  0  8  17 

A  study  of  D.C.  circuits  contained  and  laced  with  the  phenomenon  of  electron  theory  and 
the  mental  concepts  of  current,  voltage  and  resistance  in  series  and  prallel  circuits.  Also  the 
functions  of  R.C.  and  R.L.  time  constant  circuits  piloted  by  concepts  of  inductance  and 
capacitance.  Prerequisite:  None 

SECOND  QUARTER 

MAT  116  Electrical  Mathematics  5  0  0  5 

A  continuation  of  MAT  1115  which  includes  the  algebraic  and  graphical  solution  of 
simultaneous  equations  with  application  to  simple  electrical  circuits,  an  introduction  to  the 
trigonometric  functions,  Pythagorean  theorem,  graphical  study  of  the  trigonometric 
functions,  plane  vectors  for  use  in  alternating  electricity,  and  logarithms  with  application  to 
the  decibel. 

ENG  1102  Communication  Skills  3  0  0  3 

Designed  to  promote  effective  communication  through  correct  language  usage  in  speaking 
and  writing. 

ELC  1112B  A.C.  Circuits  12  0  10  15 

A  study  of  A.C.  circuits  contained  and  laced  with  the  mental  concepts  of  A.C.  and  D.C. 
generation,  transformers,  power  supplies,  inductive  and  capacitive  reactances,  vectors, 
phase  angles,  impedance,  power  in  series  and  parallel  resistive  reactive  circuits. 
Prerequisite:  ELC  1112A 

THIRD  QUARTER 

PSY  1101  Human  Relations  3  0  0  3 

A  study  of  the  basic  principles  of  human  behavior.  The  problems  of  the  individual  are 
studied  in  relation  to  society,  group  membership,  and  relationships  within  the  work 
situation.  Prerequisite:  None 

ELN  1112  Vac.  Tubes  &  Sol.  State  7  0  20  13 

An  introduction  to  vacuum  tubes  and  their  development;  the  theory,  characteristics  and 
operation  of  vacuum  diodes,  semi-conductor  diodes,  rectifier  circuits,  filter  circuits,  triodes 
and  simple  voltage  amplifier  circuits.  Transistor  theory,  operation,  characteristics  and  their 
application  to  audio  and  radio  frequency  amplifier  and  oscillator  circuits.  Troubleshooting 
and  repair  of  solid  state  devices.  Prerequisite:  ELC  1112A,  ELC  1112B,  MAT  1115,  MAT 
•1116 

FOURTH  QUARTER 

BUS  1103  Small  Business  Operations  3  0  0  3 

An  introduction  to  the  business  world,  problems  of  small  business  operations,  basic 
business  law,  business  forms  and  records,  financial  problems,  ordering  and  inventorying, 
layout  of  equipment  and  offices,  methods  of  improving  business,  and  employer-employee 
relations.  Prerequisite:  None 

ELN  1113  Television  Theory  and  Servicing  5  0  12  9 

This  is  a  beginning  theory  course  which  introduces  the  study  of  the  following:  brightness 
control  and  DC  re-insertation  circuits,  video  detector  stages,  automatic  gain  control 
circuits,  deflection  oscillator  and  amplifier  stages,  automatic  frequency  control  circuits, 
picture  IF  amplifier  stages  and  RF  tuner  units.  Shop  work  will  include  construction, 
analysis,  testingand  simple  troubleshooting  of  the  stages  studied  in  class.  Visual  alignment 
and  adjustments  of  control  circuits  are  performed.  Prerequisite:  ELC  1112A,  ELC  1112B, 
ELN  1122,  MAT  1115,  MAT  1116 
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ELN  1125  Radio  Receiver  and  Amplifier  Servicing  3  0  6  6 

An  introduction  to  commonly  used  servicing  techniques  as  applied  to  monophonic  and 
stereophonic  high  fidelity  amplifier  systems  and  auxiliary  equipment.  The  operation  and 
servicing  of  inter-communication  amplifiers  and  switching  circuits  will  also  be  taught. 
Principles  of  radio  reception  and  practices  of  servicing;  included  are  block  diagrams  of  radio 
receivers,  servicing  techniques  of  AM  and  FM  receivers  by  resistance  measurements, 
signal  injection,  voltage  analysis,  oscilloscrope  methods  of  locating  faulty  stages  and 
components  and  the  alignment  of  AM  and  FM  receivers.  Prerequisite:  ELN  1113,  ELN  1122, 
MAT  1115,  MAT  1116,  ELC  1112A,  EIC  1112B 

FIFTH  QUARTER 

ELN  1128E  Advanced  Color  T.V.  5  0  17  10 

Extensive  lab  work  involving  the  repair  of  color  receivers,  convergence  procedures, 
installation  of  picture  tubes,  trouble  shooting,  IF  and  color  bandpass  alignment,  automatic 
fine  tuning,  automatic  tint  and  color  controls  will  be  studied  in  detail.  Prerequisite:  ELN 
1113 

ENG  101  Grammar  3  0  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expression  in  grammar.  Functional 
approach  with  emphasis  on  grammar,  diction,  sentence  structure,  punctuation,  and 
spelling.  Intended  to  stimulate  students  in  applying  the  basic  principles  of  English  grammar 
in  their  day-to-day  situations  in  industry  and  social  life.  Prerequisite:  None 

ELN  1220  FCC  Rules  and  Regulations  2  0  0  2 

Study  of  elements  1,  2,  3,  4,  of  the  F.C.C.  rules  and  regulations  pertaining  to  operating 
procedures  of  radio  communicaitons.  Prerequisite:  None 

ELN  1132  Electronic  Systems  Design  3  0  0  3 

A  study  of  complete  systems  such  as:  intercom  systems,  music  systems,  paging  systems, 
master  antenna  systems,  burglar  alarm  systems,  fire  alarm  systems,  and  public  address 
systems.  The  student  will  learn  how  to  read  a  set  of  electrical  blueprints  and  estimate  the 
materials  needed  to  install  the  complete  system.  Included  in  the  course  will  be  material 
specifications  so  that  the  student  will  learn  how  to  use  alternate  equipment  which  will 
conform  to  specifications.  Prerequisite:  ELC  1112A,  ELC  1112B,  ELC  1115,  ELC  1116,  ELN 
1112 

SIXTH  QUARTER 

ELN  1230  FCC  Sec.  Class  Lie.  Preparation  15  0  0  15 

Review  of  theory  required  to  pass  the  second  class  license  examination. 

ELN  1134  Transmitters  and  Receivers  5  0  5  6 

This  course  will  teach  the  student  the  basics  of  communications  systems.  Included  will  be: 
transmitter  tuning,  receiver  alignment,  antenna  installation,  equipment  installation.  The 
student  will  learn  how  to  use  test  equipment  such  as:  Frequency  meters,  test  sets,  S.W.R. 
meters  and  power  output  meters  for  repair  and  maintenance  of  two-way  radios. 
Prerequisite:  ELC  1112A,  ELC  1112B,  ELN  1112,  MAT  1115,  MAT  1116 

ELN  1 135E  Electronic  Servicing  Techniques  5  0  0  5 

Short  cuts  to  servicing  electronic  devices,  professional  servicing  techniques,  do's  and 
dont's  of  servicing.  Prerequisite:  ELN  1125,  ELN  113 

SEVENTH  QUARTER 

ELN  1240  FCC  First  Class  License  Preparation  7  0  0  7 

Study  of  the  F.C.C.  rules  and  regulations  and  required  theory  to  pass  the  class  examination. 
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ELN  1140E  Industrial  Electronics  and  Communications  5  0  10  8 

A  study  of  circuits  and  components  used  in  industry,  medical  electronics,  sound  systems, 
intercom  systems,  fire  alarm  systems,  burglar  alarms.  Prerequisite:  ELN  1 112 

ELN  1310  Electronic  Project  0  0  8  2 

Students  will  build  or  repair  a  project  of  their  preference  under  the  direction  and  guidance 
of  the  instructor. 


INDUSTRIAL  MAINTENANCE 

This  curriculum  is  designed  to  prepare  students  to  enter  the  field  of  industrial 
maintenance. 

Courses  provide  a  training  program  in  the  basic  knowledge,  fundamentals, 
and  practices  involved  in  industrial  maintenance.  A  large  portion  of  the  program 
is  devoted  to  laboratory  and  shop  instruction  which  is  designed  to  give  the 
student  practical  knowledge  and  application  experiences  in  the  fundamentals 
taught  in  class. 

Graduates  of  the  industrial  maintenance  program  will  maintain  and  repair 
machinery  and  mechanical  equipment  such  as  pumps,  compressors,  boilers, 
motors,  electrical  controls,  pneumatic  and  hydraulic  devices,  and  production 
tools,  machine  tools,  welding  equipment,  and  precision  measuring  and  testing 
instruments. 


INDUSTRIAL  MAINTENANCE 
Suggested  Sequence  Of  Courses  By  Quarters 


Hours 

Per 

Week 

Quarter 

Hours 

FIRST  QUARTER 

Class 

Lab 

Shop 

Credit 

MAT 

1101 

Fundamentals  of  Mathematics 

5 

0 

0 

5 

ENG 

1101 

Reading  Improvement 

2 

0 

0 

2 

ISC 

voi 

Industrial  Safety 

3 

0 

0 

3 

MEC 

1112 

Machine  Shop  Processes 

3 

0 

8 

5 

MEC 

1105 

Elements  of  Mechanics 

3 

0 

6 

5 

17 

0 

14 

21 

SECOND  QUARTER 

ENG 

1102 

Communication  Skills 

3 

0 

0 

3 

WLD 

1104 

Introduction  to  Welding 

2 

0 

3 

3 

ELC 

1102 

Basic  Electricity 

5 

0 

3 

6 

MEC 

1141 

Sheet  Metal  or  MAS  1 101 A 

3 

0 

6 

5 

DFT 

1104 

Blueprint  Reading 

0 

3 

•  0 

1 

13 

3 

12 

18 

THIRD  QUARTER 

MEC 

1350 

Hydraulics  &  Pneumatics 

7 

0 

6 

9 

PSY 

1101 

Human  Relations 

3 

0 

0 

3 

ELN 

1118-IM  Industrial  Electronics 

3 

0 

9 

6 

13 

0 

15 

18 
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FOURTH  QUARTER 


ELC  1 1 25-1 M  Commercial  &  Industrial  Wiring 
ELN  1260-IM  Electromechanical  Systems 
CAR  1101  Carpentry 


5  0  7  8 
5  0  6  7 
2  0  5  3 


12  0  18  18 


INDUSTRIAL  MAINTENANCE 
COURSE  DESCRIPTIONS 


Hours  Per  Week  Quarter 
Hours 

FIRST  QUARTER  Class  Lab  Shop  Credit 

MAT  1101  Fundamentals  of  Mathematics  5  0  0  5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  subtraction,  multiplication, 
and  division.  Fractions,  decimals,  powers  and  roots,  percentages,  ratio,  and  proportion. 
Plane  and  solid  geometric  figures  used  in  industry;  measurement  of  surfaces  and  volumes. 
Introduction  to  algebra  used  in  trades.  Practice  in  depth.  Prerequisite:  None 

ENG  1101  Reading  Improvement  2  0  0  2 

Designed  to  improve  the  student's  ability  to  read  rapidly  and  accurately.  Use  of  special 
machines  for  class  drill  to  broaden  the  span  of  recognition,  to  increase  eye  coordination 
and  word  group  recognition,  and  to  train  for  comprehension  in  larger  units.  Prerequisite: 
None 

ISC  1101  Industrial  Safety  3  0  0  3 

Aspects  of  plant  safety  and  firefighting  are  covered  along  with  preventative  measures  to 
insure  a  safe  working  situation.  Prerequisite:  None 

MEC  112  Machine  Shop  Processes  3  0  8  5 

Teaches  the  student  the  correct  use  of  hand  and  power  tools.  Introduction  to  machine 
shop  tools  and  techniques  of  operation.  Prerequisite:  None 

MEC  1105  Elements  of  Mechanics  3  0  6  5 

Includes:  lubrication,  drive  components,  bearings,  pump,  piping  systems  and  basic 
elements  of  mechanics.  Prerequisite:  None 

SECOND  QUARTER 

ENG  1102  Communication  Skills  3  0  0  3 

Designed  to  promote  effective  communication  through  correct  language  usage  in  speaking 
and  writing.  Prerequisite:  None 

WLD  1104  Introduction  to  Welding  2  0  3  3 

Welding  demonstrations  by  the  instructor  and  practice  by  students  in  the  welding  shop. 
Safe  and  correct  methods  of  assembling  and  operating  the  welding  equipment.  Practice 
given  for  surface  welding,  bronze  welding,  silver  soldering,  and  flamecutting  methods 
applicable.  Prerequisite:  None 

ELC  1102  Basic  Electricity  5  0  3  6 

Provides  a  fundamental  knowledge  of  direct  and  alternating  currents  as  they  apply  to 
industry.  Gives  the  student  a  foundation  for  specialization  in  electronic  circuits.  Covers 
essential  electrical  measuring  instruments.  Prerequisite:  None 
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MEC  1141  Sheet  Metal  3  0  6  5 

Properties  of  various  types  of  sheet  metal  will  be  included  in  the  study  of  sheet  metal 
fabrication.  Safety,  sheet  metal  hand  tools,  cutting  and  shaping  machines,  fasteners  and 
fabrication  practices,  layout  methods,  and  development  of  sheet  metal  systems  will  be 
studied.  Prerequisite:  None 

DFT  1104  Blueprint  Reading  0  3  0  1 

Interpretation  and  reading  of  blueprints.  Information  on  the  basic  principles  of  the 
blueprint:  line  views,  dimensioning  procedures,  and  notes.  Prerequisite:  None 

THIRD  QUARTER 

MEC  1350  Hydraulics  &  Pneumatics  7  0  6  9 

The  basic  theories  of  hydraulic  and  penumatic  systems.  Combinations  of  systems  in 
various  circuits.  Basic  designs  and  functions  of  circuits  and  motors,  controls, 
electrohydraulic  servomechanisms,  plumbing,  filtration,  accumulators,  and  reservoirs. 

PSY  1101  Human  Relations  3  0  0  3 

A  study  of  the  basic  principles  of  human  behavior.  The  problems  of  the  individual  are 
studied  in  relation  to  society,  group  membership,  and  relationships  within  the  work 
situation.  Prerequisite:  None 

ELN  1118-IM  Industrial  Electronics  3  0  9  6 

Basic  theory,  operating  characteristics,  and  application  of  vacuum  tubes  such  as:  diodes, 
triodes,  tetrodes,  pentrodes,  and  gaseous  control  tubes.  An  introduction  to  amplifiers  using 
triodes,  power  supplies  using  diodes,  and  other  basic  applications.  Includes  electrical 
protective  devices,  electronic  circuits,  and  electrical  troubleshooting  as  related  to  industrial 
machinery.  Prerequisite:  None 

FOURTH  QUARTER 

ELC  1125-IM  Commercial  &  Industrial  Wiring  5  0  7  8 

Layout,  planning,  and  installation  of  wiring  systems  in  commercial  and  industrial 
complexes.  Emphasized  are  services,  switchboard,  lighting,  fusing,  wire  sizes,  branch 
circuits,  conduits,  and  National  Electric  Codes.  Prerequisite:  None 

ELM  1260-IM  Electromechanical  Systems  5  0  6  7 

An  integration  of  mechanical  and  electrical  systems  in  industry  as  they  apply  to  the  total 
operation  and  control  of  machinery.  Tracing  troubles  and  correcting  them  through 
systematic  application  of  principles  gained  in  previous  courses.  Prerequisite:  None 

CAR  1101  Carpentry  2  0  5  3 

A  brief  history  of  carpentry  and  the  present  trends  of  the  construction  industry.  The  course 
will  involve  operation,  care  and  safe  use  of  carpenter's  hand  tools  and  power  tools  in 
cutting,  shaping,  and  joining  construction  materials  use  in  carpentry  work.  Prerequisite: 
None 


LIGHT  CONSTRUCTION  INDUSTRY 


The  curriculum  is  designed  to  prepare  a  graduate  for  a  wide  variety  of  jobs  in 
the  general  building  industry.  Primarily,  a  graduate  would  obtain  employment  in 
estimating  and  drafting,  or  in  sales  with  supervisory  management  potential. 

The  courses  selected  give  the  student  background  in  the  identification  and 
knowledge  of  the  materials  of  construction,  estimating  cost,  drafting,  business 
methods  and  sales  techniques. 

A  graduate  of  this  program  would  be  able  to  figure  lumber,  speak  the 
language  of  the  contractor,  interpret  the  layman's  request,  estimate  materials 
and  cost,  prepare  detailed  drawings  for  cabinet  work  and  alterations. 
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LIGHT  CONSTRUCTION  INDUSTRY 
Suggested  Sequence  Of  Courses  By  Quarters 


FIRST  QUARTER 


Hours  Per  Week  Quarter 
Hours 

Class  Lab  Shop  Credit 


MAT  1101 
CAR  1101 
ENG  1101 
DFT  1110 


Fundamentals  of  Math 
Carpentry 

Reading  Improvement 

Blueprint  Reading  Er  Building  Trades 


5  0  0  5 

2  0  15  7 

2  0  0  2 

0  6  0  3 

9  6  15  17 


SECOND  QUARTER 


MAT  1112 
ELC  1123 
DFT  1111 
ENG  1102 
MAS  1101 


Building  Trades  Er  Mathematics 
Electrical  Installation 
Blueprint  Reading  Et  Sketching 
Communication  Skills 
General  Masonry 


5  0  0  5 

2  0  6  4 

2  3  0  3 

3  0  0  3 

3  0  6  5 

15  3  12  20 


THIRD  QUARTER 

DFT  1145  Specifications  Et  Contracts 

PSY  1101  Human  Relations 

CAR  1102  Carpentry:  Millwork  £t  Cabinet  Making 


3  0  0  3 
3  0  0  3 
21  10  1  0 


FOURTH  QUARTER 

CAR  1103  Carpentry:  Finishing 
BUS  1103  Small  Business  Operations 
PLU  1115  Plumbing  Installation 


27  10  1  6 

4  0  15  9 

3  0  0  3 

2  0  6  3 

9  0  21  16 


MACHINIST 


This  curriculum  was  prepared  to  meet  a  definite  need  for  training  of 
machinists.  Surveys  recently  completed  in  North  Carolina  show  that  many  of  the 
existing  industries  lack  time  and  facilities  for  training  enough  machinists  to  meet 
present  and  planned  needs.  Expanding  industries  already  located  in  our  state  and 
new  industries  under  development  express  the  need  for  skilled  craftsmen  who 
have  the  background  knowledge  and  potential  to  advance. 

The  machinist  is  a  skilled  worker  who  must  be  able  to  set  up  and  operate  the 
machine  tools  found  in  a  modern  shop.  The  machinist  also  must  know  the 
composition  of  metals  so  that  he  can  heat  and  quench  cutting  tools  and  parts  to 
improve  machinability.  His  wide  knowledge  enables  him  to  turn  a  block  of  metal 
into  an  intricate,  precise  part. 
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This  curriculum  is  designed  to  give  individuals  the  opportunity  to  acquire  basic 
skills  and  the  related  technical  information  necessary  to  gain  employment  and 
build  a  profitable  career  in  the  machine  shop  industry.  It  is  comprised  of  the  joint 
views  of  committees  responsible  for  its  development. 

The  machinist  is  a  skilled  metal  worker  who  shapes  metal  parts  by  using 
machine  tools  and  hand  tools.  His  training  and  experience  enable  him  to  plan 
and  carry  through  all  the  operations  needed  in  turning  out  a  machine  product 
and  to  switch  readily  from  one  kind  of  product  to  another.  A  machinist  is  able  to 
select  the  proper  tools  and  material  required  for  each  job  and  to  plan  the  cutting 
and  finishing  operations  in  their  proper  order  so  that  he  can  complete  the 
finished  work  according  to  blueprint  or  written  specifications.  He  makes 
standard  shop  computations  relating  to  dimensions  of  work,  tooling,  feeds,  and 
speeds  of  machining.  He  often  uses  precision  measuring  instruments  such  as 
micrometers  and  gauges  to  measure  the  accuracy  of  his  work  to  a  thousandth  of 
an  inch. 

Machinists  are  employed  in  almost  every  locality  and  industry  because  their 
skills  are  required  to  maintain  all  types  of  machinery. 

MACHINIST 

Suggested  Sequence  Of  Courses  By  Quarters 


Hours  Per  Week  Quarter 


Hours 

FIRST  QUARTER 

Class 

Lab 

Shop 

Credit 

MEC 

1101 

Machine  Shop  Theory  8-  Practice 

3 

0 

15 

8 

ENG 

1101 

Reading  Improvement 

2 

0 

0 

2 

MAT 

1101 

Fundamentals  of  Mathematics 

5 

0 

0 

5 

DFT 

1104 

Blueprint  Reading 

2 

4 

0 

3 

12 

4 

15 

18 

SECOND  QUARTER 

MEC 

1102 

Machine  Shop  Theory  &  Practice 

3 

0 

15 

8 

MAT 

1102 

Applied  Mathematics 

5 

0 

0 

5 

DFT 

1105 

Blueprint  Reading 

0 

3 

0 

1 

WLD 

1101 

Basic  Welding 

1 

0 

3 

2 

9 

3 

18 

16 

THIRD  QUARTER 

MEC 

1103 

Machine  Shop  Theory  &  Practice 

1 

0 

18 

7 

MAT 

1106 

Applied  Mathematics 

3 

0 

0 

3 

DFT 

1106 

Blueprint  Reading 

0 

3 

0 

1 

MEC 

1115 

Applied  Metallurgy 

3 

0 

0 

3 

ENG 

1102 

Communication  Skills 

2 

0 

0 

2 

9 

3 

18 

16 

FOURTH  QUARTER 

MEC 

1104 

Machine  Shop  Theory  &  Practice 

2 

0 

15 

7 

MEC 

1116 

Applied  Metallurgy 

0 

3 

0 

1 

MAT 

1123 

Machinist  Mathematics 

5 

0 

0 

5 

PHY 

1101 

Applied  Science 

2 

3 

0 

3 

9 

6 

15 

16 
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MACHINIST 

COURSE  DESCRIPTIONS 


Hours  Per  Week  Quarter 

FIRST  QUARTER  Hours 

Class  Lab  Shop  Credit 

MEC  1101  Machine  Shop  Theory  &  Practice  3  0  15  8 

An  introduction  to  the  machinist  trade  and  the  potential  it  holds  for  craftsmen.  Deals 
primarily  with  the  identification,  care  and  use  of  basic  hand  tools  and  precision-measuring 
instruments.  Elementary  layout  procedures  and  processes  of  lathe,  drill  press,  grinding  (off¬ 
hand)  and  milling  machines  will  be  introduced  both  in  theory  and  practice.  Prerequisite: 
None 

ENG  1101  Reading  Improvement  2  0  0  2 

Designed  to  improve  the  student's  ability  to  read  rapidly  and  accurately.  Use  of  special 
machines  for  class  drill  to  broaden  the  span  of  recognition,  to  increase  eye  coordination 
and  word  group  recognition,  and  to  train  for  comprehension  in  larger  units.  Prerequisite: 
None 

MAT  1101  Fundamentals  of  Mathematics  5  0  0  5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  subtraction,  multiplicaiton, 
and  division.  Fractions,  decimals,  powers  and  roots,  percentages,  ratio,  and  proportion. 
Plane  and  solid  geometric  figures  used  in  industry;  measurement  of  surfaces  and  volumes. 
Introduction  to  algebra  used  in  trades.  Practice  in  depth.  Prerequisite:  None 

DFT  1104  Blueprint  Reading  2  4  0  3 

Interpretation  and  reading  of  blueprints.  Information  on  the  basic  principles  of  the 
blueprint;  line  views,  dimensioning  procedures,  and  notes.  Prerequisite:  None 


SECOND  QUARTER 

MEC  1102  Machine  Shop  Theory  &  Practice  3  0  15  8 

Advance  operations  in  layout  tools  and  procedures,  power  sawing,  drill  press,  surface 
grinder,  milling  machine  shaper.  The  student  is  introduced  to  the  basic  operations  on  the 
cylinderical  grinder  and  selects  projects  encompassing  all  the  operations,  tools  and 
procedures  thus  far  used  and  those  to  be  stressed  throughout  the  course. 

MAT  1102  Applied  Mathematics  5  0  0  5 

Basic  concepts  and  operations  of  algebra.  Historical  background  of  our  base  ten  number 
system;  algebraic  operations:  addition,  subtraction,  multiplicaiton  and  division;  fractions, 
letter  representation,  grouping,  factoring,  ratio  and  proportions,  variation;  graphical  and 
algebraic  solution  of  first  degree  equations;  solution  of  simultaneous  equations  by:  addition 
and  subtraction,  substitution,  graphing;  exponents,  logarithms,  tables  and  interpolation. 
Prerequisite:  None 

DFT  1105  Blueprint  Reading  0  3  0  1 

Further  practice  in  interpretation  of  blueprints  as  they  are  used  in  industry;  study  of  prints 
supplied  by  industry;  making  plans  of  operations,  introduction  to  drafting  room  procedures, 
sketching  as  a  means  of  passing  onideas,  information  and  processes,  prerequisite:  DFT 
1104 

WLD  1101  Basic  Welding  10  3  2 

Welding  demonstrations  by  the  instructor  and  practice  by  students  in  the  welding  shop. 
Safe  and  correct  methods  of  assembling  and  operating  the  welding  equipment.  Practice 
given  for  surface  welding,  bronze  welding,  silver  soldering,  and  flame  cutting  methods 
applicable.  Prerequisite:  None 
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THIRD  QUARTER 


MEC  1103  Machine  Shop  Theory  &  Practice  1  0  18  7 

Advanced  work  on  the  engine  lathe,  turning,  boring  and  threding  machines,  grinder,s 
milling  machine  and  shaper.  Introduction  to  basic  indexing  and  terminology  with  additional 
processes  on  calculating,  cutting  and  measuring  of  spur,  helical,  and  worm  gears  and 
wheels.  The  trainee  uses  precision  tools  and  measuring  instruments  such  as  vernier  height 
gages,  protractors,  comparators,  etc.  Basic  exercises  are  given  on  the  turret  lathe  and  on 
the  tool  and  cutter  grinder.  Prerequisite:  MEC  1102 

MAT  1106  Applied  Mathematics  3  0  0  3 

A  continuation  of  MAT  1102  with  the  addition  of  fundamental  formulas  and  equations 
dealing  in  areas  of  plane  figures  and  volumes  of  solids.  Geometric  principles  applied  to  shop 
operations.  Prerequisite:  MAT  1102 

DFT  1106  Blueprint  Reading  0  3  0  1 

Advanced  blueprint  reading  and  sketching  as  related  to  detail  and  assembly  drawings  used 
in  machine  shops.  The  interpretation  of  drawing  of  complex  parts  and  mechanisms  for 
features  of  fabrication,  construction  and  assembly.  Prerequisite:  DFT  1105 

MEC  1115  Applied  Metallurgy  3  0  0  3 

Investigates  the  properties  of  ferrous  metals  and  tests  to  determine  their  uses.  Instructions 
include  some  chemical  metallurgy  to  provide  a  background  for  the  understanding  of  the 
physical  changes  and  causes  of  these  changes  in  metals.  Physical  metallurgy  of  ferrous 
metals  producing  iron  and  steel,  theory  of  alloys,  shaping  and  forming,  heat  treatments  for 
steel,  surface  treatments,  alloy  of  special  steel,  classification  of  steels,  and  cast  iron  are 
topics  for  study.  Prerequisite:  None 

ENG  1102  Communication  Skills  2  0  0  2 

Designed  to  promote  effective  communication  through  correct  language  usage  in  speaking 
and  writing.  Prerequisite:  None 

FOURTH  QUARTER 

MEC  1104  Machine  Shop  Theory  &  Practice  2  0  15  7 

Development  of  class  projects  using  previously  learned  procedures  in  planning,  blueprint 
reading,  machine  operations,  final  assembly  and  inspection.  Additional  processes  on  the 
turret  lathe,  tool  and  cutter  grinder,  cylindrical  and  surface  grinder,  advanced  milling 
machine  operations,  etc.  special  procedures  and  operations,  processes  and  equipment, 
observing  safety  procedures  faithfully  and  establishing  of  good  work  habits  and  attitudes 
acceptable  to  the  industry.  Prerequisite:  MEC  1103 

MEC  1116  Applied  Metallurgy  0  0  3  1 

Continuation  of  the  study  of  physical  metallurgy.  The  non-furrous  metals;  bearing  metals 
(brass,  bronze,  lead),  light  metals  (aluminum  and  magnesium),  and  copper  and  its  alloys  are 
studied.  Power  metallurgy,  titanium,  zirconium,  indium,  and  vanadium  are  included  in  this 
course.  Prerquisite:  MEC  1115 


MAT  1123  Machinist  Mathematics  5  0  0  5 

Introduces  gear  ratio,  lead  screw  and  indexing  problems  with  emphasis  on  application  to 

the  machine  shop.  Practical  applications  and  problems  furnish  the  trainee  with  experience 
in  geometric  propositions  and  trigonometric  relations  to  shop  problems;  concludes  with  an 
introduction  to  compound  angle  problems.  Prerequisite:  MAT  1 106 

PHY  1101  Applied  Science  3  2  0  4 

An  introduction  to  physical  principles  and  their  application  in  industry.  Topics  in  this  course 
include  measurement,  properties  of  matter,  and  principles  of  force,  motion,  work,  energy, 
and  power.  Prerequisite:  None 
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NURSE  S  ASSISTANT 

This  course  is  designed  to  prepare  qualified  men  and  women  to  give  effective 
nursing  care  to  selected  patients,  to  make  and  report  observations,  and  to  carry 
out  routine  aspects  of  nursing  care.  The  continuing  shortage  of  nursing 
personnel  has  created  need  for  the  nurses'  assistant  who  is  prepared  to  perform 
those  duties  associated  with  patient  care  which  require  only  limited  educational 
preparation. 

Classroom  teaching  is  centered  around  modern  concepts  of  health,  functional 
relationships  within  the  hospital,  fundamentals  of  effective  interpersonal 
relations,  and  nursing  procedures  related  to  daily  needs  of  patients  and  to 
common  therapeutic  measures. 

This  course  is  designed  for  approximately  330  hours  of  instruction  consisting 
of  classroom,  laboratory,  and  clinical  experiences.  All  clinical  assignments  are 
planned  and  supervised  by  the  teacher  so  that  students  learn  to  apply  classroom 
learning  to  hospital  practice.  A  passing  score  is  required  of  all  graded  work,  plus 
demonstrated  progress  in  the  application  of  nursing  skills  in  actual  patient  care. 


Introduction  to  Role  of  the  Nurse's  Assistant 


UNIT  I: 
UNIT  II: 
UNIT  III: 
UNIT  IV: 
UNITV: 
UNIT  VI: 
UNIT  VII: 


Introduction  to  Role  of  the  Nurse's  Assistant 
Understanding  Effects  of  Illness 
Making  Observations  on  Patients 
Safety  Measures  in  Care  of  the  Sick 
Measures  to  Promote  the  patient's  Comfort 
Measures  Related  to  the  Patient's  Illness 
Becoming  a  Hospital  Employee 
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OPERATING  ROOM  TECHNICIAN 


The  aim  of  the  Operating  Room  Technician  program  is  to  make  available  to 
qualified  persons  the  opportunity  to  prepare  to  assist  the  physicians  and  nurses 
in  the  operating  room. 

Clinical  experience  in  the  hospital  is  provided  at  Edgecombe  General  Hospital. 

The  AORT  Certifying  Exams  may  be  taken  by  the  student  after  successfully 
completing  the  program. 

The  operating  room  technician  is  a  person  who  has  the  skills  needed  to  assist 
in  the  operating  room.  The  skills  which  are  needed  cover  many  areas.  The  first  is 
to  learn  the  procedures  of  preparation  and  care  of  supplies,  skin  preparation,  and 
preparation  of  the  patient.  The  person  must  learn  operating  room  functional 
skills  including  hand  scrubbing,  gowning  and  gloving,  operative  field  draping, 
and  caring  for  specimens.  The  operating  room  technician  must  learn  the  names 
and  application  of  the  basic  operating  room  equipment  and  materials,  and 
sponges  and  dressings.  They  must  understand  the  ethical,  moral,  and  legal 
responsibilities  related  to  the  operating  room,  the  health  profession,  and  the 
patient.  Finally  they  must  be  familiar  with  all  personnel  who  are  employed  in  the 
operating  room  and  know  the  duties  of  each. 

A  study  entering  the  ORT  program  must  be  18  years  old  or  older,  or  a  high 
school  graduate.  A  high  school  diploma  is  preferred,  though  not  required. 

A  medical  examination,  chest  x-ray,  and  blood  test  are  required  before 
entrance  into  the  ORT  program.  A  pre-entrance  test  to  determine  aptitude  for 
ORT  is  also  required  for  which  minimum  scores  are  established. 


OPERATING  ROOM  TECHNICIAN 
SUGGESTED  SEQUENCE  OF  COURSES  BY  QUARTERS 


Hours  Per  Week  Quarter 


First  Quarter 


Hours 

Class  Lab  Shop  Credit 


NUR  1101  Basic  Science 

ORT  1102  Safe  Patient  Care 

ORT  1103  Pathology 

ORT  1104  Orientation  to  Operating  Room 

ORT  1105  Microbiology 


6  0  0  6 

6  0  0  6 

3  0  0  3 

6  6  0  8 

3  0  0  3 


24  6  0  26 


SECOND  QUARTER 


ORT  1110  Operating  Room  Technique  I 
ORT  1111  Surgical  Procedures  I 
ORT  1112  Clinical  Practice  I 


6  0  0  6 

3  0  0  3 

0  0  25  8 


9  0  25  17 


THIRD  QUARTER 


ORT  1121  Operating  Room  Technique  II 
ORT  1122  Surgical  Procedures  II 
ORT  1123  Clinical  Practice  II 


6  0  0  6 

3  0  0  3 

0  0  25  8 


9  0  25  17 
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FOURTH  QUARTER 


ORT 

1131 

Operating  Room  Technique  III 

6 

0 

0 

6 

ORT 

1132 

Surgical  Procedures  III 

3 

0 

0 

3 

ORT 

1133 

Clinical  Practice  III 

9 

0 

25 

16 

9 

0 

25 

25 

WELDING 


This  curriculum  was  developed  to  fill  the  tremendous  need  for  welders  in 
North  Carolina.  The  recently  completed  Manpower  Survey  shows  quite  clearly 
that  many  welders  will  be  needed  annually  to  fill  present  and  projected  vacancies 
in  Edgecombe  County. 

The  content  of  this  curriculum  is  designed  to  give  students  sound 
understanding  of  the  principles,  methods,  techniques  and  skills  essential  for 
successful  employment  in  the  welding  field  and  metals  industry. 

Welders  join  metals  by  applying  intense  heat,  and  sometimes  pressure,  to  melt 
the  edges  to  form  a  permanent  bond.  Closely  related  to  welding  is  "oxygen 
cutting."  Of  the  more  than  35  different  ways  of  welding  metals,  arc,  gas,  and 
resistance  welding  are  the  three  most  important. 

The  principal  duty  of  the  welder  using  manual  techniques  is  to  control  the 
melting  by  directing  the  heat  form  either  an  electric  arc  or  gas  welding  torch,  and 
to  add  filler  metal  where  necessary  to  complete  the  joint.  He  should  possess  a 
great  deal  of  manipulative  skill  with  a  knowledge  of  jigs,  welding  symbols, 
mathematics,  basic  metallurgy,  and  blueprint  reading. 


WELDING 

Suggested  Sequence  Of  Courses  By  Quarters 


FIRST  QUARTER  Hours  Per  Week  Quarter 

Hours 

Class  Lab  Shop  Credit 


WLD 

1120 

Oxyacetylene  Welding  and  Cutting 

3 

0 

12 

7 

MAT 

1101 

Fundamentals  of  Mathematics 

5 

0 

0 

5 

DFT 

1104 

Blueprint  Reading:  Mechanical 

0 

3 

0 

1 

PHY 

1101 

Applied  Science 

3 

2 

0 

4 

ENG 

1101 

Reading  Improvement 

2 

0 

0 

2 

13 

5 

12 

19 

SECOND  QUARTER 

WLD 

1121 

Arc  Welding 

3 

0 

12 

7 

MAT 

1103 

Geometry 

3 

0 

0 

3 

DFT 

1117 

Blueprint  Reading:  Welding 

0 

3 

0 

1 

PHY 

1102 

Applied  Science 

3 

2 

0 

4 

ENG 

1102 

Communication  Skills 

3 

0 

0 

3 

THIRD  QUARTER 


WLD 

1124 

Pipe  Welding 

3 

0 

12 

7 

WLD 

1123 

Inert  Gas  Welding 

1 

0 

3 

2 

WLD 

1112 

Mechanical  Testing  and  Inspection 

1 

0 

3 

2 

DFT 

1118 

Pattern  Development  and  Sketching 

0 

3 

0 

1 

PSY 

1101 

Human  Relations 

3 

0 

0 

3 

~8 

3 

18 

15 

FOURTH  QUARTER 

WLD 

1122 

Commercial  and  Industrial  Practices 

3 

0 

9 

6 

WLD 

1125 

Certification  Practices 

3 

0 

6 

5 

MEC 

1112 

Machine  Shop  Processes 

0 

0 

6 

2 

ISC 

1101 

Industrial  Safety 

3 

0 

0 

3 

9 

0 

21 

16 

WELDING 

COURSE  DESCRIPTIONS 

Hours  Per 

Week 

Quarter 

FIRST  QUARTER 

Hours 

Class  Lab  Shop  Credit 

WLD  1120  Oxyacetyfene  Welding  and  Cutting  3  0  12  7 

Introduction  to  the  history  of  oxyacetylene  welding,  the  principles  of  welding  and  cutting, 
nomenclature  of  the  equipment,  assembly  of  units,  welding  procedures  such  as  practice  of 
puddling  and  carrying  the  puddle,  running  flat  beads,  butt  welding  in  the  flat,  vertical  and 
overhead  position,  bracing,  hard  and  soft  soldering.  Safety  procedures  stressed  throughout 
the  program  of  instruction  in  the  use  of  tools  and  equipment.  Students  perform  mechanical 
testing  and  inspection  to  determine  quality  of  welds.  Prerequisite:  None 

AAAT  1101  Fundamentals  of  Mathematics  5  0  0  5 

Practical  number  theory.  Analysis  of  basic  operations:  addition,  subtraction,  multiplication, 
and  division.  Fractions,  decimals,  powers  and  roots,  percentages,  ratio  and  proportion. 
Plane  and  solid  geometric  figures  used  in  industry;  measurement  ot  surfaces  and  volumes. 
Introduction  to  algebra  used  in  trades.  Practice  in  depth.  Prerequisite:  None 

DFT  1104  Blueprint  Reading:  Mechanical  0  3  0  1 

Interpretation  and  reading  of  blueprints.  Information  on  the  basic  principles  of  the 
blueprint;  line  views,  dimensioning  procedures,  and  notes.  Prerequisite:  None 

PHY  1101  Applied  Science  3  2  0  4 

An  introduction  to  physical  principles  and  their  application  in  industry.  Topics  in  this  course 
include  measurement,  properties  of  matter,  and  principles  of  force,  motion,  work,  energy, 
and  power.  Prerequisite:  None 

ENG  1101  Reading  Improvement  2  0  0  2 

Designed  to  improve  the  student's  ability  to  read  rapidly  and  accurately.  Use  of  special 
machines  for  class  drill  to  broaden  the  span  of  recognition,  to  increase  eye  coordination 
and  word  group  recognition,  and  to  train  for  comprehension  in  larger  units.  Prerequisite: 
None 
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SECOND  QUARTER 


WLD  1121  Arc  Welding  3  0  12  7 

The  operation  of  Ac  transformers  and  DC  motor  generator  arc  welding  sets.  Studies  of 
welding  heats,  polarities,  and  electrodes  for  use  in  joining  various  metal  alloys  by  the  arc 
welding  process.  After  the  student  is  capable  of  running  beads,  butt  and  fillet  welds  in  all 
positions  are  made  and  tested  in  order  that  the  student  may  detect  his  weaknesses  in 
welding.  Emphasis  on  safety  procedures  in  the  use  of  tools  and  equipment.  Prerequisite: 
None 

MAT  1 1 03  Geometry  3  0  0  3 

Fundamental  properties  and  definitions;  plane  and  solid  geometric  figures,  selected  general 
theorems,  geometric  construction  of  lines,  angles  and  plane  figures.  Dehedral  angles,  areas 
of  plane  figures,  volumes  of  solids.  Geometric  principles  applied  to  shop  operations. 
Prerequisite:  None 

DFT  1117  Blueprint  Reading:  Welding  0  3  0  1 

A  thorough  study  of  trade  drawings  in  which  welding  procedures  are  indicated. 
Interpretation,  use  and  application  of  welding  symbols,  abbreviations,  and  specification. 
Prerequisite:  DFT  1104 

PHY  1102  Applied  Science  2  0  4  3 

The  second  in  a  series  of  two  courses  of  applied  physical  principles.  Topics  introduced  in 
this  course  are  basic  electrical  principles,  magnetism,  heat,  and  thermometry.  Prerequisite: 
PHY  1101 

ENG  1102  Communication  Skills  3  0  0  3 

Designed  to  promote  effective  communication  through  correct  language  usage  in  speaking 
and  writing.  Prerequisite:  None 

THIRD  QUARTER 

WLD  1124  Pipe  Welding  3  0  12  7 

Designed  to  provide  practice  in  the  welding  or  pressure  piping  in  the  horizontal,  vertical, 
and  horizontal  fixed  position  using  shielded  metal  arc  welding  processes  according  to 
Sections  VII  and  XI  of  the  ASME  Code.  Prerequisite:  None 

WLD  1123  Inert  Gas  Welding  10  3  2 

Introduction  and  practical  operations  in  the  use  of  inert  gas  shield  arc  welding.  A  study  of 
the  equipment,  operation,  safety  and  practice  in  the  various  positions.  A  thorough  study  of 
such  topics  as:  principles  of  operation,  shielding  gases,  filler  rods,  process  variations  and 
applications,  manual  and  automatic  welding.  Prerequisite:  WLD  1 120  WLD  1121 

WLD  1112  Mechanical  Testing  and  Inspection  10  3  2 

The  standard  methods  for  mechanical  testing  of  welds.  Introduced  to  the  various  types  of 
tests  and  testing  procedures  and  performance  of  the  details  of  the  test  which  will  give 
adequate  information  as  to  the  quality  of  the  weld.  Types  of  tests  to  be  covered:  bend, 
destructive,  free-bend,  guided-bend,  nick-tear,  notched-bend,  nondestructive,  V-notch, 
Charpy  impact,  etc.  Prerequisite:  WLD  1120,  WLD  1121 

DFT  1118  Pattern  Development  and  Sketching  0  3  0  1 

Continued  study  of  welding  symbols;  methods  used  in  layout  of  sheet  steel;  sketching  of 
projects,  jigs  and  holding  devices  involved  in  welding.  Special  emphasis  is  placed  on 
developing  pipe  and  angle  layouts  by  the  use  of  patterns  and  templates.  Prerequisite:  None 

PSY  1101  Human  Relations  3  0  0  3 

A  study  of  the  basic  principles  of  human  behavior.  The  problems  of  the  individual  are 
studied  in  relation  to  society,  group  membership,  and  relationships  within  the  work 
situation.  Prerequisite:  None 
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FOURTH  QUARTER 


WLD  1122  Commercial  and  Industrial  Practices  3  0  9  6 

Designed  to  build  skills  through  practices  in  simulated  industrial  processes  and  techniques; 
sketching  and  laying  out  on  paper  the  size  and  shape  description,  listing  the  procedure 
steps  necessary  to  build  the  product,  and  then  actually  following  these  directions  to  build 
the  project.  Emphasis  on  maintenance  and  repairing  worn  or  broken  parts  by  special 
welding  applications,  field  welding,  and  nondestructive  tests  and  inspection.  Prerequisite: 
WLD  1120,  WLD  1121 

WLD  1125  Certification  Practices  3  0  6  5 

Involves  practice  in  welding  the  various  materials  to  meet  certification  standards.  Use  of 
various  tests  including  the  guided  bend  and  the  tensile  strength  tests  to  check  the  quality  of 
work.  Emphasis  on  attaining  skill  in  producing  quality  welds.  Prerequisite:  WLD  1 120,  WLD 
1121,  WLD  1123,  WLD  1124 

MEC  1112  Machine  Shop  Processes  0  0  6  2 

To  acquaint  the  student  with  the  procedures  of  layout  work  and  the  use  of  hand  and 
machine  tools.  Experiences  in  the  basic  fundamentals  of  drill  press  and  lathe  operation; 
hand  grinding  of  drill  bits  and  lathe  tools;  set-up  work  applied  to  the  trade.  Prerequisite: 
None 

ISC  1101  Industrial  Safety  3  0  0  3 

Aspects  of  plant  safety  and  firefighting  are  covered  along  with  preventative  measures  to 
insure  a  safe  working  situation.  Prerequisite:  None 
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Continuing  Education 
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Adult  Education 

General  Information 

An  important  function  of  Edgecombe  Technical  Institute  is  to  provide  general 
education  opportunities  to  the  adults  of  Edgecombe  County.  Adults  interested  in 
up-grading  courses,  skill  improvements,  high  school  completion,  or  personal 
interest  classes  will  find  such  programs  explained  on  the  following  pages. 
Additional  information  about  any  program  in  this  section  may  be  obtained  by 
contacting  the  Dean  of  Continuing  Education,  Edgecombe  Technical  Institute. 
Tarboro  823-5166,  Rocky  Mount  446-0436  or  446-0437. 

Admission 

Any  adult  living  within  a  commuting  distance  of  the  Institute  is  eligible  to 
attend  adult  education  classes  offered  by  the  Institute  on  campus  or  at  any  of 
the  several  adult  education  centers  in  Edgecombe  County.  Any  student  admitted 
to  class  must  have  reached  his  18th  birthday  and  his  regular  public  school  class 
must  have  graduated. 

Class  Locations 

A  number  of  adult  classes  are  held  on  the  Institute  campus.  Other  classes  are 
conducted  in  communities  of  the  county.  New  classes  may  be  established 
whenever  a  sufficient  number  of  student  in  a  given  community  show  interest  in 
having  classes  brought  to  their  community. 

Fees 

A  fee  of  $3.00  is  charged  for  each  adult  education  course  offered  by  the 
Institute.  The  additional  cost  to  the  student  will  be  the  purchase  of  a  textbook 
when  required  by  the  course. 

Adult  Driver  Education  fee  is  $16.00. 

Recreational  coruses  are  self-supported  entirely  by  the  fees  of  the  class 
members.  The  amount  may  vary  from  $10-$20. 

Attendance 

Adults  are  expected  to  attend  classes  regulary.  Attendance  records  are 
maintained  by  class  teachers.  Certificates  are  issued  to  students  that 
satisfactorily  complet  the  course  work  and  have  attended  seventy4ive  percent  of 
the  class  meetings. 

Certificates  and  Diplomas 

Certificates  are  awarded  students  meeting  minimum  requirements  for  many^of 
the  classes  and  programs  for  adults.  Adult  High  School  Diplomas  are  awarded 
adults  meeting  the  requirements  of  the  High  School  Program.  The  Adult  High 
School  Diploma  may  not  be  issued  to  any  one  under  the  ae  of  twenty-one.  If 
completion  of  the  program  is  attained  before  reaching  21  years  of  age,  the 
student  may  request  a  letter  of  confirmation  from  the  Adult  Division. 

Permission  to  Enroll 

For  admission  to  the  Adult  High  School  Diploma  Program,  a  person  must  be  a 
least  18  years  of  age.  provided,  that  on  written  recommendation  of  the  local 
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school  superintendent,  individual  public  school  dripouts  between  the  ages  of  16 
and  18  may  be  admitted  as  students  with  special  needs. 

Adult  Basic  Education  (Grades  1-8) 

Adult  Basic  Education  is  a  program  designed  with  one  major  purpose  —  to 
assist  adults  who  wish  to  improve  their  skills  in  oral  and  written  communication, 
arithmetic,  basic  science,  and  social  studies.  Classes  meet  two  nights  weekly  in 
the  local  communities  where  there  is  a  sufficient  number  of  interested  adults. 

No  registration  fee  is  required  and  materials  are  provided  by  the  Institute.  All 
materials  used  have  been  especially  prepared  with  the  emphasis  on  individual 
needs  and  interests. 

Classes  are  organized  in  the  following  groups; 

GROUP  I 

The  Basic  fundamentals  of  reading,  writing,  and  arithmetic,  with  emphasis  on 
consumer  education,  are  stressed  in  Group  I.  The  course  is  designed  to  bring 
adults  to  a  functional  level  whereby  individual  study  is  possible.  Some  basic 
science  and  social  studies  are  introduced  at  this  level. 


GROUP  II 

Additional  development  of  the  fundamental  skills  is  stressed.  The  student 
learns  to  work  individually  and  indep-endently.  Science  and  social  studies  are 
included  in  the  curriculum  at  this  level. 


GROUP  III 

Group  III  is  a  contrinuation  of  the  second  level  with  more  individual  study  and 
a  greater  scope  of  subject  matter.  With  the  completion  of  Group  III  the  adult 
should  be  equipped  to  go  into  Adult  High  School  program. 


Adult  High  School  Courses 

The  Adult  High  School  Diploma  Program  is  designed  for  adults,  18  years  of 
age  or  older,  who  have  not  finished  their  high  school  education.  Adults  are 
afforded  the  opportunity  to  earn  their  high  school  diploma  through  an  instructor. 
This  program  is  conducted  in  cooperation  with  local  boards  of  education  and  held 
at  the  high  school  in  each  community. 

The  Program  is  organized  on  two  levels  which  include  the  following  courses: 

Level  I  English 

Methematics 
U.S.  Government 
Physical  Science 

Level  II  English 

Algebra 
U.S.  History 
Life  Science 
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Adult  students  are  given  placement  tests  prior  to  their  enrollment  in  the 
program  to  determine  the  appropriate  grade  level  in  which  they  should  begin. 
Students  are  required  to  pass  each  course  from  the  point  at  which  they  began 
through  the  1 1  -12th  grade  level.  Upon  successful  completion  of  the  required 
courses,  a  standardized  final  achievement  test  is  given  to  determine  eligibility  for 
the  adult  high  school  diploma.  This  diploma  is  awarded  by  the  local  Board  of 
Education. 


Cultural  Development  and 
General  Interest  Courses 

The  cultural  development  program  enables  the  adult  to  learn  a  skill  in  an  area 
of  his  own  interests.  The  cultural  development  courses  offered  are  not  Institute 
credit  courses,  but  in  most  instances  carry  the  character  of  Institute  instruction. 
All  classes  offered  by  the  Institute  are  open  to  the  adults  of  the  community 
through  the  Adult  Education  and  Extension  Department. 

Classes  offered  each  quarter  will  vary  according  to  seasonal  nature  and 
demand.  Before  any  class  can  definitely  be  scheduled,  there  must  be  an 
indication  through  applications  that  a  sufficient  number  of  adults  will  be  enrolled. 

Prepared  listings  of  proposed  classes  are  available  each  quarter  and  may  be 
obtained  by  contacting  the  Adult  Education  Division. 

Examples  of  Cultural  Development  and  General  Interest  courses  are:: 

Sewing  Knitting  Decoupage 

Tailoring  Drapery  Making  Portrait  Painting 

Dancing  Guitar  Ceramics 


Learning  Laboratory 

The  Learning  Laboratory  program  at  the  Edgecombe  Technical  Institute  is 
designed  to  provide  study  opportunities  in  practically  any  field  that  might  be  of 
interest  to  residents  of  the  Edgecombe  County  area. 

Persons  interested  in  participating  in  the  Learning  Laboratory,  after  an  initial 
interview,  are  provided  study  materials  starting  at  a  point  in  keeping  with  their 
achievement  level  and  are  able  to  progress  from  there.  Students  may  elect  study 
times  adjusted  to  their  own  convenience  and  schedules  in  that  the  Laboratory 
will  be  in  operation  on  a  schedule  adjusted  to  the  needs  of  participants. 

A  "Learning  Laboratory"  is  essentially  an  individual  study  situation,  in  which 
any  person  eighteen  years  of  age  or  older  may  undertake  most  any  level  of 
Reading,  English,  Math,  Social  Studies,  or  Science  that  he  desires.  All  of  the 
material  used  in  the  lab  is  programmed;  therefore,  there  is  no  need  for  a 
classroom  teacher. 

Programmed  material  is  designed  in  such  a  manner  as  to  aid  the  student  in 
learning  information  in  small  sequences  called  "Frames."  Each  frame  requires  an 
immediate  response,  and  each  response  is  immediately  checked.  If  the  student 
fails  to  learn,  or  learns  incorrectly,  the  program  makes  the  correction  or 
reteaches.  In  this  manner  the  student  progresses  at  his  own  rate;  he  neither  has 
to  wait  for  others  to  catch  up  nor  slow  down  to  someone  else's  rate. 

The  coordinator,  the  person  in  charge  of  the  learning  lab,  has  the  responsibility 
of  locating  the  level  at  which  a  student  can  proceed. 
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In  addition  to  the  organized  classes  at  the  basic  and  secondary  education 
levels,  the  General  Adult  Division  offers  a  large  variety  of  courses  both  at  the 
school  and  throughout  the  area  it  serves.  The  type  and  frequency  of  these 
offerings  are  determined  by  the  demand  and  interest  in  a  given  area  of  study. 


Extension  Education 


Fire  Service  Training 

The  growing  Coastal  Plain  area  of  North  Carolina  requires  expansion  of  fire 
fighting  units  and  continuous  up-grading  of  fire  fighting  personnel.  Courses  to 
train  fire  service  personnel  in  the  latest  techniques  and  methods  of  fire  fighting 
are  provided  through  the  Extension  Division  of  the  Institute.  The  Fire  Service 
Training  program  provides  training  sessions  in  local  departments.  This  allows  the 
men  to  be  trained  as  an  organized  group  utilizing  equipment  that  would 
ordinarily  be  used  in  controlling  fires. 

Fire  Service  classes  include  the  following  areas  of  study: 

Portable  Fire  Extinguishers 

Salvage  and  Overhaul  Practices 

Fire  Apparatus  Practices 

Protective  Breathing  Equipment 

Firefighting  Procedures 

Hose  Practices 

Fire  Steam  Practice 

Forcible  Entry 

Rope  Practices 

Ladder  Practices 

Ventilation 

Rescue  Practices 

Industrial  Fire  Brigade 

First  Aid 
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Hospitality  and  Tourism  Education 

The  hospitality  industry  is  the  third  largest  industry  in  North  Carolina  and 
affords  many  employment  opportunities  to  the  people  of  this  state.  Hospitality 
training  programs  are  available  through  the  Institute.  Training  is  provided  for 
personnel  in  the  motel,  restaurant,  service  station,  hospital,  and  retail 
businesses.  Some  of  the  subject  areas  covered  are: 

Food  and  Beverage  Management  and  Service 

Food  and  Beverage  Purchasing 

Food  and  Beverage  Controls 

Maintenance  and  Engineering 

Supervisory  Housekeeping 

Service  Station  Attendant  Training 

Waiter-Waitress  T  raining 

Housekeeping  Training 

Human  Relations 

Communication 

Sales  Promotion 

Hotel-Motel  Law 

Economics 

Accounting 

Front  Office  Procedure 

School  Food  Service 

New  Industry  Training 

The  creation  of  more  jobs  and  better  paying  jobs  in  North  Carolina  by 
promoting  the  expansion  of  existing  industries  and  by  attracting  new  industries 
to  the  state  was  a  major  consideration  in  the  original  establishment  of  the 
industrial  education  centers.  The  Department  of  Community  Colleges,  working 
with  the  local  institution,  will  develop  and  fund  legitimate  training  programs, 
tailor-made  for  each  industry,  to  meet  the  immediate  trained  manpower  needs 
when  the  plant,  new  or  expanded,  is  ready  to  go  into  production.  In  the  process 
of  doing  this,  we  will  help  the  plant  management  develop  a  long-range  training 
program  of  its  own  to  meet  those  replacement  and  retraining  needs  that  industry 
should  and  can  be  prepared  to  do  for  itself. 


Management  Development  Program 

The  Management  Development  Program  is  designed  to  upgrade  the 
Supervisory  and  mid-management  personnel  in  business  and  industry.  Classes 
are  scheduled  in  accordance  with  the  needs  of  industry. 

MDP  1  Principles  of  Supervision 
MDP  2  Job  Relations  Training 
MDP  3  Science  of  Human  Relations 
MDP  4  Art  of  Motivating  People 
MDP  5  Economics  in  Business 
and  Industry 

MDP  6  Effective  Communications 
MDP  7  Effective  Writing 
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MDP 

8 

MDP 

9 

MDP 

10 

MDP 

11 

MDP 

12 

MDP 

13 

MDP 

14 

MDP 

15 

MDP 

16 

MDP 

17 

MDP 

18 

MDP 

19 

MDP 

20 

MDP 

21 

MDP 

22 

MDP 

23 

MDP 

24 

MDP 

25 

MDP 

26 

Effective  Speaking 
Speed  Reading 
Work  Measurement 
Job  Methods 

Conference  Leadership  Training 
Instructor  Training 
Creative  Thinking 

Industrial  Safety  and  Accident  Prevention 
Industrial  First  Aid 

Employee  Evaluation  and  Interviewing 

Job  Analysis  Training 

Management  Primer 

Job  Instruction  Training 

Supervision  in  Hospitals 

Motion  and  Time  Study  (For  Supervisors) 

Transportation  and  Traffic  Management 

Principles  of  Business  and  Industrial  Management 

Labor  Laws  for  Supervisors 

Pre-Supervisory  Training 


Training  Service  to  Business  and  Industry 

The  Vocational  Extension  classes  are  conducted  by  Edgecombe  Technical 
Institute  to  fit  the  needs  of  industry  and  business  and  to  provide  training  desired 
by  employed  individuals  of  the  area.  Because  of  the  flexibility  of  these  programs, 
courses  and  tailored  to  specific  group  needs.  New  programs  are  initiated  as  the 
need  is  indicated  by  surveys,  interviews  and  sufficient  enrollment  in  individual 
classes.  Some  examples  of  courses  offered  are: 

Blueprint  Reading  for  All 
Trades 

Basic  Electricity 
Electronics 
Welding 
Welding 
Brick  Masonry 

Refrigeration  and  Airconditioning 

Plumbing 

Electrical  Wiring 

Industrial  Sewing 

Mathematics 


In-plant  programs  are  designed  to  improve  and  enhance  employee  skills. 
Industry  is  invited  to  discuss  their  needs  with  the  Director  of  Industrial  Services. 
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Vocational  Extension  Courses 


Edgecombe  Technical  Institute  offers,  in  addition  to  its  other  programs,  a 
variety  of  vocational  extension  courses  through  its  evening  program  at  the 
Institute  and  at  various  facilites  throughout  the  county.  These  courses  afford  the 
opportunity  for  up-grading,  up-dating,  and  pre-employment  in  training. 

Instruction  is  offered  in  the  following  areas: 

Carpentry 
Brickmasonry 
Nurses's  Assistant 
Professional  Housekeeping 
Ambulance-Attendant  Training 
Commercial  Cooking 
Industrial  Sewing 
Farm  Tractor  Mechanics 
Blueprint  Reading 
Waiter-Waitress  Training 
Small  Engine  Repair 
Furniture  Upholstering 


CONTINUING  EDUCATION  UNITS  (C.E.U.'s) 


Continuing  Education  Unit  (C.E.U.)  is  ten  contact  hours  of  participation  in 
an  organized  continuing  education  experience  under  responsible  sponsorship, 
capable  direction,  and  qualified  instruction. 

All  general  adult  education  extension  and  occupational  extension  programs 
taught  at  Edgecombe  Technical  Institute  will  be  measured  in  C.E.U.  units.  Adult 
basic  education,  adult  high  school  extension,  and  any  self-supporting  courses 
will  not  be  measured  in  C.E.U.  units. 

Edgecombe  Technical  Institute's  policy  in  regard  to  C.E.U.  courses  requires  all 
the  following  critera  be  met  before  C.E.U.  units  will  be  awarded. 

1.  The  activity  will  be  sponsored,  CEU's  determined  and  faculty  personnel 
approved  by  the  Continuing  Education  Department  at  Edgecombe  Technical  . 
Institute. 

2.  The  amount  of  CEU's  for  any  course  shall  be  determined  prior  to  the  course 
offering  announcement. 

3.  In  the  pre-planning  sessions,  there  is  active  involvement  by  the  target 
population,  appropriate  instructional  personnel,  and  representation  by 
Edgecombe  Technical  Institute. 

4.  There  is  an  articulated  activity  description,  an  indentification  of  the  target 
population  rationale,  education  need  (s),  objectives,  sequential  outline  of  the 
program,  and  a  vehicle  for  evaluation. 

5.  Each  participant  duly  registers  for  CEU's  by  completing  an  appropriate 
registration  form. 

6.  A  permanent  record  must  be  maintained  for  each  student. 

7.  The  local  administrative  responsibility  will  rest  with  the  Dean  of  Continuing 
Education  at  Edgecombe  Technical  Institute. 
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Do  you  feel  that  limitations  should  be  placed  on  your  physical  activities  ? 
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Have  you  taken  the  GATB  test  given  by  Employment  Office  Counselor? 
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EDGECOMBE  TECHNICAL  INSTITUTE 
Tarboro,  North  Carolina  27886 
Rocky  Mount,  North  Carolina  27801 


THE  OPEN  DOOR 

The  only  valid  philosophy  for  North  Carolina  is  the  philosophy  of  total 
education,  a  belief  in  the  incomparable  worth  of  all  human  beings,  whose  claims 
upon  the  state  are  equal  before  the  law  and  equal  before  the  bar  of  public 
opinion;  whose  talents,  (however  great  or  however  limited  or  however  different 
from  the  traditional),  the  State  needs  and  must  develop  to  the  fullest  possible 
degree.  That  is  why  the  doors  to  the  institutions  in  North  Carolina's  System  of 
Community  Colleges  must  never  be  closed  to  anyone  of  suitable  age  who  can 
learn  what  they  teach.  We  must  take  the  people  where  they  are  and  carry  them 
as  far  as  they  can  go  within  the  assigned  function  of  the  system.  If  they  cannot 
read,  then  we  will  simply  teach  them  to  read  and  make  them  proud  of  their 
achievement.  If  they  did  not  finish  high  school,  but  have  a  mind  to  do  it,  then  we 
will  offer  them  a  high  school  education  at  a  time  and  in  a  place  convenient  to 
them  and  a  a  price  within  their  reach.  If  their  talent  is  technical  or  vocational, 
then  we  will  simply  offer  them  instruction,  whatever  the  field,  however  complex 
or  however  simple,  that  will  provide  them  with  the  knowledge  and  the  skill  they 
can  sell  in  the  marketplaces  of  out  State,  and  thereby  contribute  to  its  scientific 
and  industrial  growth.  If  their  needs  are  in  the  great  tradition  of  liberal  education, 
then  we  will  simply  provide  them  the  instruction,  extending  through  two  years  of 
standard  college  work,  which  will  enable  them  to  go  on  to  the  University  or  to 
senior  college  and  on  into  life  in  numbers  unheard  of  before  in  North  Carolina.  If 
their  needs  are  for  cultural  advancement,  intellectual  growth  or  civic 
understanding,  then  we  will  simply  make  available  to  them  the  wisdom  of  the 
ages  and  the  enlightenment  of  our  times  and  help  them  to  maturity. 

by  W.D.  Herring,  1964 


Signature  of  Applicant 
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EDGECOMBE  TECHNICAL  INSTITUTE 
Tarboro,  North  Carolina  27886 
Rocky  Mount,  North  Carolina  27801 


THE  OPEN  DOOR 

The  only  valid  philosophy  for  North  Carolina  is  the  philosophy  of  total 
education,  a  belief  in  the  incomparable  worth  of  all  human  beings,  whose  claims 
upon  the  state  are  equal  before  the  law  and  equal  before  the  bar  of  public 
opinion;  whose  talents,  (however  great  or  however  limited  or  however  different 
from  the  traditional),  the  State  needs  and  must  develop  to  the  fullest  possible 
degree.  That  is  why  the  doors  to  the  institutions  in  North  Carolina's  System  of 
Community  Colleges  must  never  be  closed  to  anyone  of  suitable  age  who  can 
learn  what  they  teach.  We  must  take  the  people  where  they  are  and  carry  them 
as  far  as  they  can  go  within  the  assigned  function  of  the  system.  If  they  cannot 
read,  then  we  will  simply  teach  them  to  read  and  make  them  proud  of  their 
achievement.  If  they  did  not  finish  high  school,  but  have  a  mind  to  do  it,  then  we 
will  offer  them  a  high  school  education  at  a  time  and  in  a  place  convenient  to 
them  and  a  a  price  within  their  reach.  If  their  talent  is  technical  or  vocational, 
then  we  will  simply  offer  them  instruction,  whatever  the  field,  however  complex 
or  however  simple,  that  will  provide  them  with  the  knowledge  and  the  skill  they 
can  sell  in  the  marketplaces  of  out  State,  and  thereby  contribute  to  its  scientific 
and  industrial  growth.  If  their  needs  are  in  the  great  tradition  of  liberal  education, 
then  we  will  simply  provide  them  the  instruction,  extending  through  two  years  of 
standard  college  work,  which  will  enable  them  to  go  on  to  the  University  or  to 
senior  college  and  on  into  life  in  numbers  unheard  of  before  in  North  Carolina.  If 
their  needs  are  for  cultural  advancement,  intellectual  growth  or  civic 
understanding,  then  we  will  simply  make  available  to  them  the  wisdom  of  the 
ages  and  the  enlightenment  of  our  times  and  help  them  to  maturity. 


byW.D.  Herring,  1964 
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